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0!S 5®o VT OO: 598 

SAMPLE BUSINESS EDUCATION TRAINING PLANS CONDUCTED UNDER 
MANPOWER DEVELOPMENT AND TRAINING PROGRAMS (FOR REVIEW 
PURPOSES) . 

CALIFORNIA STATE DEPT. OF EDUCATION, SACRAMENTO 

PUB DATE 64 

EDRS PRICE MF-S0.50 HC»$3.28 SOP. 

DESCRIPTORS^ ^BUSINESS EDUCATION, OFFICE OCCUPATIONS 
EDUCATION, FEDERAL PRO&RAMS, ^CURRICULUM GUIDES, MANPOWER 
DEVELOPMENT, DISTRIBUTIVE EDUCATION, ^OFFICE OCCUPATIONS, 
^CURRICULUM, MANPOWER DEVELOPMENT AND TRAINING ACT, 

CALIFORNIA, 

NINE COMPLETED TRAINING PLANS ARE SHOWN EXACTLY AS THEY 
WERE SUBMITTED BY THE TRAINING AGENCIES THAT DEVELOPED THEM. 
TRAINING PLANS INCLUDE THE SUBJECT OFFERINGS, AREA TO BE 
COVERED IN EACH SUBJECT, DAILY AND WEEKLY TIME BLOCKS, AND 
THE NUMBER OF HOURS ALLOWED FOR EACH SUBJECT. THE TRAINING 
AGENCIES AND OCCUPATIONS PLANNED FOR INCLUDE (1) FRESNO 
COLLEGE-STENOGRAPHER, (2) COLLEGE OF MARIN— SECRETARY , (3) 
PASADENA CITY COLLEGE— CLERK-TYPIST , (4) HAYWARD UNIFIED 
SCHOOL B7STRICT--MEDICAL SECRETARY, (5) BERKELEY UNIFIED 
SCHOOL DISTRICT— SALESPERSON (GENERAL), (6) SAN DIEGO CITY 
COLLEGE— REPRODUCTION TYPIST, (7) SAWYER SCHOOL OF 
BUSINESS— STENOGRAPHER, (8) HUMPHREYS COLLEGE — STENOGRAPHER , 
AND (9) HEALD COLLEGE — STENOGRAPHER. EXCERPTS FHOH 
REPRESENTATIVE TRAINING PLANS IN BUSINESS EDUCATION PROJECTS 
ARE GIVEN FOR (1) REPRODUCTION TYPIST, CLERK-TYPIST, 
CLERK-STENOGRAPHER, MEDICAL SECRETARY, STENOGRAPHER, CLERICAL 
SECRETARY, SALESPERSON, AND CALCULATING MACHINE OPERATOR. 

WITH EACH EXCERPT IS A LIST OF THE COURSE REQUIREMENTS TAKEN 
FROM THE MDT-1 FOR WHICH THE TRAINING PLAN WAS DEVELOPED. 

(PS) 
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INTRODUCTION 



Each training proposal submitted under the Development and 

Training Act contains a training plan. 

The training plan is a presentation of the subject offerings, the 
number of hours allowed for each subject, and daily and weekly time 
blocks. The plan should include the areas that will be covered in 
each subject. The training plan should be a con5>lete enough outline 
so that the teacher can easily use it to prepare daily lesson plans 
to fill in the specifics and thereby provide a con?>lete and coirpre- 
hensive program of instruetion. 

An effective training plan can be developed only after the person 
preparing it clearly understands the objectives of the project and the 
characteristics of the potential trainees, as they are stated on the 
MDT-1. To be adequate, the plan must be designed to provide the 
trainees with an opportunity to develop from the level of achievement 
at which they oiter training to the entry job requirements specified 
on the MDT-1. 

The developer of the project should work with a local advisory 
committee Use MDTA Manual, code number 190) coiqsosed of representa- 
tives of en^loyees, employers and appropriate government agencies. 
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SU GGESTED T TI^ ALLOCATI ON FOR UNITS OF INSTRUCTION 



The following stenographer and clerk-typist units and suggested 
hours of instruction are introduced at the beginning of this section 
on training plans as guidelines for persons developing programs under 
MDTA in these occupational areas* The time allocations for units oi 
instruction were developed through conferences with representatives of 
public and private schools. 

The suggested materials for stenographer and clerk-typist projects 
are followed by representative training plans that have been developed 
and carried out by training agencies throughout California. A wide 
variety of business education training plans is covered iu the latter 
part of this section. In this way^ the reader is provided an oppor- 
tunity to see what is being done in MDTA business education projects 
within the State, 

Neither the suggested time allocations for units of Instruction 
nor the representative training plans presented in this section are 
meant to be used in total for training plans developed by the reader, 
but are intended as points of d rture from which the person develop- 
ing projects can pattern a plan tnat is tailored to the univ.*iie condi- 
tions present in his MDTA project* 

At MDTA conferences devoted to in^rovement of instruction conducted 
ly the Bureau of Business Education, representatives of public and private 
schools agreed upon course content j^nd the following ranges of txme 
allocated to the stenographer and cXork-typist instructional units. 

These suggestions for time and units are points of departure from which 
the person developing an MDTA project may proceed to design a tra?jr*ing 
plan to meet the training objectives specified on the MDT-1. The content 
for various uni'ts of instrudiion was discusssd at another conference® 



stenographer 

a. Typewriting, beginning level 

refresher level 

b. Shorthand 

c. English (Business English) 

d. Office Practice 

e* Business i'iath St. Record Keeping 

TOTAL HOURS 



Hours 

2h0 - 280 
160 - 180 

280 - 32 ^ 

120 - 160 

125 - 150 

80 - IQ O 

8U5 - 1015 (beginning level) 
?65 - 915 (refresher level) 










-- - 



C lerk -Typist 

Typewriting, beginning level 
refresher level 

Business English 

\^JLXO>\>^ j. X a\^ 

Business Math & Record Keying 

TOTAL HOURS 



Hours 

24C «• 280 
160 - 180 

100 - ?^20 

1^0 - 200 

130-190 

620 - 790 (beginning level) 
$h 0 - 690 (refresher level) 



SUGGKSfED COURSE DESCRIPTIONS 



Typewriting 



2 UO -280 hours 



Training in correct typei-aTiting techniques: developm^t of speed 
and accuracyj einphasis on tabulation and problem solving, business 
letters, business fornis, and office reports. 



Business English »S 120-150 hours ««C-T 100-12C hours 

Review of graiiimar and sentence structure, punctuation, capitalization, 
spelling, correct syllabication and use of abbreviations 5 vocabulary 
building 5 and use of the dictionary. 



Busine^^^s Arithmetic ^ 80-100 hours 130-1^ hours 

Review of the fundamental processes, fractions, decimals, percentages; 
some record keeping v/tiich includes payroll procedures. 



Filing 



30 -ii 0 hours 



Emphasis on learning the rules for induing and filing; alphabetic, 
numeric, geographic and subject filing systeros discussed; possibly 
some enphasis on special filing systems such as the Soundex system. 



Office Machines 



•JtS 20 - 2 $ hours UO-^O hours 



Development of proficiency on ten-key and full -keyboard machines; 
in some instances votary and printing calculators are included* 



Office Practice 



^ 12 ^«l 50 hoars W-T 1 ^ 0-200 hours 



Enphasis on receiving callers, telephone courtesy, handling incoming 
and outgoing mail, duplicating processes and machines, and development 
of proficiency in using transcribing machines. 



Human Relations and Personal Grooming 20-30 hours 

Physical, intellectual, social, and emotional dimensions of personality; 
conversation and speech, interests, manners, dress and grooming. 

Business Correspondence ^ 30-^0 ho’irs 

Training in the composition of effective business letters. Tpes of 
letters: letters making reservations, referring matters to others, 
making appointraenos, thank you letters, transmittal and folicw-up 
letters. 



Shorthand and Transcription 280-325 hours 

En?)hasis on speed and accuracy in reading and ^;riting shorthand from 
dictation; development of skill in producing mailable typed business 
letters and articles. 

-U- 



* 3 - Stenographer 
CjtT - Clerk-Typist 










X. 



TRA.INING PIANS 



Nine oorplete training plans are presented on the follo' ^^^^ . 
These plans are shown exactly as they were submitted by th^ training 
agencies that developed them; they include; 



Training Agency 

Fresno City College 

College of I-ferin 

Pasadena City College 

Hayward Jnif ied School District 

Berkeley Unified School District 

San Diego City College 

Sav/yer School of Businees 

Huirphreys College 

Heald College 



G cuUtjauiqn 

Stenographer 

Secretary 

Clerk-Typist 

Medical Secretary 

Salesperson (General) 

Reproduction Typist 

Stenographer 

Stenographer 

Stenographer 
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FRESNO CITY COLLEGE 



1. Stenographer Training, 20 Hours Lecture and 10 H onors Laboratoiy> 

31; Weeks Course 

Prerequisite: Students must take aptitude tests and must be referred 

by the California State Department of Eifployiflent. 

A course designed to develop the skills, abilities, and knowledge 
necessaiy for entrance into business as a cori^etent stenographer. 

2# Required Background of Experience 

None 

3* Expected Outcomes 

a. The student will be able to take dictation and transcribe his notes 

at an acceptable rate. ^ ^ 

b. The student will be proficient in the operation of office equip- 
ment used in the general office situation. . , , 

c. The student T^ill be skilled in the use of graiiimar and will be able 

to offer assistance in the preparation of letters, reports, and 
other busincjs cormaunications. ^ 

d. The student mil have a knowledge of record keeping practices and 
will be able to maintain the financial records of a small firm. 

e. The stiident will have a knowledge of mathematics as applied to 

lDUSxn6 ss • 

f. The student will have an understanding of the human relations 
involved in the office and develop an acceptable attitude in the 
employer-en^loyee relationship. 

g. The student mil understand the importance of getting along 
others— not blind conformity- but studied cooperation using tac 
aid readily accepting responsibility as an employee, as a citizen, 
and as a meidiber of society. 

1;. T exts and References 



a. Texts (See appended list) 

b. References 
None 

5 . Minimum Student i^aterials 
Textbooks 

Shorthand notebooks 
Pen and pencil 

Typing paper, bond and onionskin weights 
Carbon paper 



6 . Minimum College Facilities 



Classroom equipped with typewriting tables and chairs, typewriters 
(i-inual and electric), transcribing machines, rotary calculators, 
adding machines, spirit, stencil, and offset duplicators, and blackboard. 



n ^ TgYnflnrjp.fj T)03cyi=pt»i>on of Cont> 6 ntr and Msthods 

stenographer training consists of 1020 hours of classroom work cover- 
ing specific units in the major categories of shorthand, typewriting, 
office procedures, and the related subjects business iinglish and 

mathematics. 



120 hours 



Shorthand I (Beginning) 

(1) Lesirn the basic shorthand symbols and vocabulary. 

(2) Read shorthand plates in text. ^ 

(3) Take practiced dictation at ItO to 50 words per nonute. 
(1+) Transcribe on typewrite; shorthand letters from text. 

(5) Transcribe from dictation practiced letters at uO to 50 

words per minute, viith some at 60 words. 



b. Shorthand II (Intermediate) 



120 hours 



(1) Review shorthand principles. 

\c Introduce new vocabulary. ^ ^ 

(3) Develop speed at 80 words per minute on practiced material 

taken from the text. ^ *. • n 

(U) Develop speed at 60 words per minute on unpracticed material, 

supplementary books . 

(5) Develop speed in reading shorthand materials. 

(6) Give punctuation drills. ^ 

(7) Give spelling exercises with enphasis also upon words /hat 
students miss on transcription exercises* 

(8) Transcription on practiced and unpracticed material. 

(9) Transcription testing. ^ ^ 

(a) Transcription tests from the Gregg “Business Teacher 

at 60 and 80 words per minute. 

(b) Three-minute dictates on practiced material at oO to 80 
words per minute. 

(c) Three-minute dictates on five-minute tests from the 
Gregg "Business Teacher" at 60 words per minute. These 
will be unpracticed. 



c. Shorthand III (Advanced) 



120 hours 



(1) Review of theory, brief forms, phrasing, and shortcuts. 

(2 ) Development of speed in taking dictation at 80 to 120 words 
per minute. 



^3) Mechanics of transcription— special enphasis upon 
' (a) Letter placement— short, medium, and long, 

(b) Letter styles, 

(c) Coirect spelling and punctuation, 

(d) Transcribing with carbons, 

(e) Word substitution, 

(g) Neat corrections of errors, 

(h) Speed production. 



ih) 

( 5 ) 



Transcription of three and filre minute tests 
lOO words per minute with accuracy. 
Transcription letter tests— sets of three ao 
lOO words per minute. 



at 30, 90, and 
80, 90, and 



d. Shorthand IV (Office Style Dictation) 



90 hours 



( 1 ) 

( 2 ) 

(3) 

(U) 

(5) 



rapid intensive review of punctuation and spelling words 
(lost frequently missed by the students. 

)ictation of letters for transcription— untimed and 

inevenly dictated. , 

3ictation of letters for transcription where the ooss n^es 

corrections during the dictation. . i. j, ^ « 

aotation of six or eight letters at one t^, to he 
:ribed in a mailable form. Enclosures lall go ic*o sow of 

bhe letters. . ^ 

3arbons mil be used on all letters dictated. Some letters 

srin T-emiire that three or four carbons be used. 



e. Typewriting 



220 hours 



(1) Review of fundamentals including parts of mchine, keyboara, 
fij?ures, symbol keys and skill development. 

(2) intermediate typing includes skill development, letter 
writing, tabulated reports, manuscripts, forms Exiling in;, 

and composing at typewriter. i 

(3) Advanced typing indues skill development ^goal ^ 

a minimum of ^0 NWPM), build production skills to turnout 
mailable and usable copy for letters, tabulation problems, 
and filling in of forms, and multi-carbon copies. 



f , Business English and Communication 



90 hours 



(1) Grammar including pretest, review parus of — : 

correct usage, writing sentences, and choosing the right wore, 

(2) Punctuation including pretest, using punctuation marks, 

capitalization, and writing numbers e ^ 

(3) Spelling including spelling by sound and meaning, spelling 
by rules, and specialized vocabularies. 

(U) Correspondence including letter writing and memoranda and 

reports. 




60 hours 



g. Business ilath and Record Keeping 

(1) ijrororfJig arithmetic skills including addition, subtraction, 
mtatiplication, division, fractions^ decimals, perosn^a„es, 
and measuTSsaents* 

(2) Wting _intere3t=__^ .nniil security tax, 

(3) salary aeauci;>xon» ***ww«^ — , 

and State UneiT5>loyuient and Disability tax* 

(U) Business records including cash, checkbook, statements. 

(5) Banking procedui*es* 

h. Office Practices and Procedures hours 

(1) Production typ5^— skill development (one hour (50 hours) 

(2) mi^’^iiSuSng’tiptobetic, numeric, geograptoc md subject 
filing: filing equipment and supplies; steps in filing 
procSure aid control; and charge, follow-up, 

(3) SfiS°c^inication systems including 
calls (local and toll calls), the switchboard 
perscmlity), interoffice communications, g)ecial 
Lrvices, telegrairo, cablegrams, and ^adiograi^. 

(li) Office raachiiies inducing ten-key and full^eyboard add^ 
machines, offset duplicator, mimeograph, ndmeosct^, 
calculator, and transcriber. . . , , ^ 

(5) Mailing procedures including incoming and 

classes of mail, special postal^ services, > 

mail, messenger service and duties. ^ ^ ^ ^ 

(6) Purchasing procedures including requisitions ^d reco^, 
obtaining nev7 supplies, and placing orders and 

(7) Sles"'OTooedur«3 including handling telephone orders, pric^g 

and biking, and shipping procedures. (Z 

(8) Sources of inf oniiation— reference booics and other 

(9) Business psychology hours) 

(a) Personal appearance— dress, makeup, neatness anu . 

cleanliness, health, posture and walking, voice and ^®®^h. 

(b) RelatioiiShip with others— cooperativeness and tact, social 
attitude, co\irtesy and manners, common sense, trustworthi- 

(c) Efficiency on the job— initiative, mental al^ness and 
memory, puntuality, oiganisation, dependability, pro- 
duction ability, open iiiindedness* 

(d) Self -appraisal and self-inprovement. ^ 

(e) Selling yourself— getting and holding a job, p^sorai 
interview, application letters, personal data sheets. 



HfSt^sssssam 



8. Methods of Evaluating Outcomes 

a. Written quizzes xdien ^plicable^ 
b* Bxaininations following unit presentations. 

c. Participation in class discussions. 

d. Written outside assignments and class projects. 

e. I<tid-term and final examinations. 



BLOCK TIME SCHEDULE OF INSTRUCTION 
Stenographer Training (DOT 1-37 •12) MDTP 

-- TOTAL SHORTHAND INSTRUCTION HOL^S 



Shorthand I (120) Shorthand 11 (120) | 


jShorthand III (120) Shorthand IV (90)] 


Typ-Fund (70) 


Typ -Int (7^) 


Typ-Adv (75) 


J 

Bus Engl (90) !feth (60)| 


joff Proeed (200 | 


"" ALLIED INSTRIjGTIOB 5?0 HOURS 
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COLIEGE OF ITOIN 
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1.1 



1.2 



General Infoi^iflation 

Title and Code. MDTA Secretary This ^program is designed to 

train Secretaries, D.O.T. Code No. 1-33=01. 

Starting and Completion Dates . It is planned o s 
section on NovenSer U, i9o3, and another on my 11, . 

needed. Con?)letion dates would be !fey 8, 196U, for the first 

and Foveinber 6 for the second one. , ^ i, 

1 Leneth of Course. This course will run for 26 uhirty-^ve^ho^ ^ 

^ f or a t ^ l of 910 hours. This is based on 

coining out of conferences of MDT instructors under the s^ervxsxon 
of the Regional Supervisor of Business Education. The 3^- our 
week is thought to be similar to a workweek adapted to 

1 k T^tS^Nraiber^^SctionL Two are contenplated as recommended 
CTelS Rafael om Si of toe Califorma ^ato 
Service, toioh proposed: "Classes consisting of 20-25 trainees 

per class... on six-month intervals during a year. Suggested 

duration of classes would be 20-26 ^ * 

classes recommended during the course. Starti^ time of first 
class Would be rscof?^anded as soon as practicable . 

1.5 Schedule of Sections . 

Y, November k, "to May u, 

2. m.v 11, 196k, to November 6, 1964. . . 

1.6 idu.^ional Agell^y . Program will be under the s^ 

of the College of Marin, Kentfield, California. Persons ^ 
cally responsible for this supervision will be Dr. . 

Bri^s, Dean of Adult Education, and Dr, Frank T, Jacobs, Assistant 

Dean of Adult Education. ^ ^ 

1 . 7 . Pumose of the Courseo The course is intended lor 

• ^ons with appropHate aptitude whose background mclMes some 
experience in the secretarial field. These persons mil be 
^ected by the California State Employment Service and certified 

to the College for training. , 

1.8 Facilities and Equipment . Facilities mil include a 
laboratories at the CoTEege»s San Anseuno Center, ^posa 
Avenue, San Anselmo,and some use of laboratories on the Ks^ntfield 
Canpus. See attached equipment schedules. ^ 

1.9 Remodeling of Public Facilities . None is anticipated. 

2, Course Information 

2.1 Trainee ^.•^^ip ai.iQnal Background and 
Eighteen years of age or over. 

High school graduation. 

Appropriate aptitude and attitude. . tj 

V.. Some training and work experience in secretarial field. 

2.2 Instructional Ma terial s. See respective courses. ^ 

2.3 ' Standai-ds of Performance . The training objective is to 
basically qualified trainees for office secretarial jobs at a 
much more advanced level than those possessed by the average 



b, 

c, 

d, 
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2.U 

2.5 



general office worker, so as to ioake possible more successful 
participation in present-day job con5)etition. The e^qpectation: 
to take dictation, using shorthand, at speeds up to 120 words 
per id.nutej to transcribe, using typewriter, up to 60-?0 words 
per minute, or recorded information reproduced on transcribing 
machines j to handle important correspondence, schedule appoint^ 
ments, sld.Ufully receive office visitors, handle telephone calls, 
keep records and supervise office clerical staff —performing the 

"iFfS*! 4*. rk *KVi^ MTaTs*! 

Records. The usual records of the College of Marin Business 
Education Zavision will be kept on trainee progress. 

Curriculum Content and Instructional Materials (by Course). (See 
attached sheets). 



3. Instru c tor Infonnation 

3.1 It is planned to use two instructors, one to do the major teach- 
ing and coordinating for a 62 hour day , and the other to assist 
with one or two subjects for 22 hours daily. 

3.2 Instructor Qualifications. Both instructors will be regularly 
en5>loyed College of M^n Adult School faculty credentialed by 
the California State Department of Education— ranging from 
Designated Subject Credential in Shorthand, Typing, Business 
English to a lfester*s Degree in Business Education. All under 
consideration have considerable practical business background. 

3^3 Hours and Salary . College of Marin Evening Salary Schedule calls 
for $7.50 pai* class hour for credit courses. MDT courses, due to 
the similar examinations, grading and repoitring required, have 
been set by our Administration and Board of Trustees at that 
same rate. The proposal calls for nine hours of instruction 
and coordination daily for 26 weeks, or $8, 775 .00. 



Secretary (Clerical) 



Objectives: 

The objectives of this training are to prepare trainees to perform 
general office work in support of executives or managerial personnel, 
thus relieving them of minor clerical details. By the end of the course, 
it is expected that each student will have attained a minimum speed of 
60-70 net w.p.m. in typing and a minimum of 120 w.p.m. in shorthand 
dictation. In addition, it is expected that each student ^^ill have 
attained an adequate slcill in the use of English, both oral and written, 
arithmetic and typical business machines. It is also e:q)ected that each 
student will have developed au understanding of the inportance of good 
Ysoioan relatioss in business. 

The course will cover all the inajor and nK>st of the minor duties 
required of a secretary in today *s business operation. The class schedule 
will run from 8:30 a.m. \intil hOO p.m., Mond^ throvigh Friday, for 26 
weeks. The usual junior college class procedures and requirements such 
as attendance, punctuality, evaluation, aiid grading will be maintained. 

The Collage of Marin staff x^ill have sole responsibility for the planning, 
preparation and operation of the program. 
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Th© scr©6ning and sslection of ■traineas for "ttis program will be 
done by the local California State Department of Bmploymsnt. 



Business Mathematics and Bookkeeping 



8:30-9:30 Daily 



130 Hoiirgi 



Objectives: 

1. To train these potent^ -^^l business woecn in fundamentals of Mathematics, 
Business Arithmetic anci Records Keeping. 

2. To develop skill in use of mathematics for business. ^ 

3. To provide an opportunity to apply those skills to business problems. 



Scope: 



1 . 

2 . 



Review of the fundamentals 



A ^ mtr 

HppXi.UaUXUU V4. 






business ■nroblems. 



Instructional Materials: 

Mathematics Ski ll Builde r, South*«estern Publishing Co. Text-workbook. 

Principles and Problems “in College Bus-inoss Math ematics, McGraw-Hill 
Publishing Co. 



TypiPg 



9:30-11:00 Daily 



195 Hours 



Objectives: 



1. 



2 . 



3 . 



u. 



To develop the typewriting skill superior to that necessary for en?)l<y- 

ment in the average business. ^ 

To establish good work habits in the care and use of equipment. 

a. Starting the day’s work pronptly. 

b. Working steadil^r. 

c. Holding to high standards of performance. 

d. Measuring achievement. 

e. Studying and eliroinating errors. 



f. Completing tasks. 

To acquire knowledge essential to 
typist’s job. 

To give practice in letter xn7iting 



the intelligent performance of a 
and business forms of various kinds. 



Scope: 

1. Machine care - manual and electric. 

2. Development and inprovement of basic skills. 

3 . Horizontal and vertical centering. 

U. Rough drafts and proofreader’s marks. 

5 . Syllabification of words. 

6 . Erasing and correcting errors. 



7e Placement and punctuation of letters. 

8. Block and modified block style letters. 

9 * Multiple page letters. 

10. Business letters with special parts. 

11. Special communication forms. 

12. Indented style letters. 

13. Addressing envelopes and folding letters. 
iU. Typing carbon copies. 

J-P • i va • 

16. Typing outlines. 

17. Manuscripts Tilth footnotes. 

18. Inter-office correspondence. 

19 o Planning and typing tabulation reports. 

20. fecial business forms. 

21. Tricks of the Ju?ad<> for Ignpists. 

22. Horizontal rulings. 

23 • Punctuation and capitalization. 

2U. Statistical reports. 

2^. Order and shipping forms. 

26. Telegrams. 

27. Legal papers. 

Instructional Materials; 

20th Century College Typing #T-10, South-Western Publishing Co. 
Typing Power Drills , Gregg Publishing Co. 



English and Business Correspondence 



11:00-12:00 Daily ^30 Hours 

Objectives ; 

1. To develop cortpetency in vocabulary. 

2. To develop principles of gramiflar, accuracy of spelling, and punctuation. 

3. To develop skill in writing well-knit sentences and clear paragraphs. 

To acquaint the student with primary business procedures, principles, 
and broad policies through the motivated medium of business letters. 

5. To familiarize the student with sinple business problems and to train 
her in solving them by letter. 

Scope ; 

1. Review of graimnar, punctuation and spelling. 

2. Vocabulary iraprovemcint . 

3. Review of letter s-*;yios. 

U. Study of letters for different situations. 

5, Evaluating bvsiness letters as to: 

a. Conpleteness 

b. Courtesy 



c • Consideration 
d* Clearness 
e • Conciseness 
f. Concreteness 

6, IpplicaSon^orcentral principles underlying effective letters, 
Instructional ^terialss 

Vord Studies ^ Walters and Lamb^ ^th edition 

Workbooks ^ , .... toao 

Py ftGtical Business English , Aurner, 3rd ediwxon, 19oU 

Pretest and AchieveEient Test * Oonpliinentary 

Practical Business Correspondence , Awner, latest edition 

Pretest and Achieven^nt Test • Coiipli®en.taiy 



Office Practice 



lOU Hours 



12?30«1:30 Four Days a Week 
Objectives j 

1. To develop a usable skill in the operation of the transcribing 
machines, duplicating machines, and calculators. 

2. To provide tL students with an understanding of the organization 

, with the Avneriences that are basic to an 

u. To develop attitudes, ideals, and work habits that are necessary lor 

5. tTSvSS !"or^fe MeSf 0 ? tS'^rinoiples and procedures 
of filing. 

Scope : 

1. Speed and acouracgr drills on rotary calculators and ten-key printing 

2 Siil^oa^prsparing stencils and operating di^^eating machines. 

5! ^eed and accuracy drills c , transorib^g mcnines. 

4 . ^miliarlty with the general clenoal functions of dictating and 

5. ReS^’tor^iTsS^. grammar, proofreading, and syllabification. 

6. Speech inprovement and telephone techniques. 

8*. i^ilil ^^Se^basic systems of Filing— alphabetical, numerical, 
geographical, subject and non-correspondence. 

Instructional Materials; 

ClerJ.cal and niv ^ll Servi-ce Training , Fisher, 3rd edition, South4*stem 
Publishing Congjar^ 
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Progresslye Filing and Records Manag 0 ?ssnt a Yerian^ Stswaxii^ 7t*h 

editioni South-Western Publishing Co* 

Student »s Guide to Progressive Filing j, Kahn 

?^niature Letters for Progressive Filing * Kahn 

Office ^chines Course t Agnew* South“Western Publishing Co* 



Hujsan Helations 



12:30-1:30 Weekly 



26 Hours 



Objectives: 

1, To develop an appreciation of the iuportance of human relations in 
business dealings* 

2. To show that the businessmp^r tries to select enployees who will 
contribute toward a smooth-working organization* 

3» To show that a good en^lc^ee is primarily an individual 1^0 is capable 

of self-regulation* 

U. To show that continued, efficient study plays a large part in a 
person* s success in business. 

5* To show that good grooming is inporbant in social life, obtaining a 
job, and advancement on the job* 

6. To show the importance of good personal grooming to business and 
social success. 

7 . To acquaint the student with the fundamentals of proper dress for 
business. 

8- To show the inportanoe of good manners in business. 



Scope: 

1. Irplications of good human relations in business success. 

2* What does the business world <aq>ect of you. 

3* Tools to improve your job personality. 

U. Discussion and demonstration of acceptable standards of dress 
5 ji business. 

Discussion of the importeiice of good grooming* 

6. Role playing in human relations situations. 

Instructional Materials: 

Practical Business Pcychologyi I>aird, McGraw-Hill Publishing Co« 



Shorthand and Transcription 



l:?0-ii:00 Daily 



32 $ Hours 



Oojectives: 

1. To develop a dictatiwn speed of 120 words per minute on unfamiliar 
material for a period of not less than three minutes and dsmonstratc 
ability to produce rapidly and accurately mailable transcripts* 
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2* To develop correct spelling, punctuation, and sentence structure. 

3. To develop in the student acceptable office behavior patterns such 
as cooperation x-iith felloi^ workers, enthusiasm and willingness to 
learn, punctuality , reliability, self •confidence, perserverance. 
sincerity and courtesy. 

h» To develop an understanding of business practices. 

ff <s 4 >ua /I"? OH And. tT*axi3crxot!Lon uroceduTes. 

^ • Jtv MW* WW • 

6. To develop the primary techniques of transcription]; the correct and 
simultaneous, use of shorthand, typing and Si^lish without conscious 
direction. 

Scope: 

1, Build transcription skill through the study of carefully selected 
English style fundamentals and their application in the transcription 
of business letters. 

2. felling, definition and application of carefully selected lists of 

business words. . 

3* Build shorthand skill in the application of shorthand theory principles. 
1^. Help the student to achieve automatism of selected shorthand phrases. 

5. Build a shorthand writing skill that can be sustained for a minimum 

of five minutes* ^ . . « x. 

6* Intensive review of theory principles, word families, brief forms, 

special forms, word beginnings and endings, and phrasing principles. 

7. Penmanship in5>rovement drills. 

8. Application of a series of Progre^^iive Speed Builders, each one 
progressing ten words per minute every half minute. 

9. Dictation material covering many types of businesses or trades and 
containing up-to-date business letters, involving wans departments 
of a business. 

10; Rapid and accurate transcription on the typewriter. 

Instruotional Materials: 

Gregg Shorthand Simplified . Gi’egg, Leslie, Zoubek, 2nd edition, 19S$ 

Student *s Transcript . 

Refresher Course in Gregg Shorthand Si mplified . Stroi^, Garvey^ Newhour,195y 
Gregg Transcription for Colleges. Slag?lified . Hosier, Grubbs, Wagoner, 1959 

Student • s Transcripts 

20^^000 Words , Ijeslie, Ijth edition, 1959 

Most^Used Shorthand Word s and P hrases , Gregg, Leslie, Zoubek, 1959 

for Office ^4>lc:^es, Lai'sen-Koebel, Uh edition, 1?59 
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1963-6U 

H)TA-Secretary-1 . 3301 
Proposed Schedule 

26 Weeks of 3^ Hours for 910 Hour Total 



Hour 


Daily 


Sub.iect 


Total 

Hours 


8:30 


1 Hour 


Business Jfetheinatics and Record Keeping 


130 


9s30 


l| Hours 


Typing (Manual and Electric) 


1S5 


llsOO 


1 Hour 


English and Business Correspondence 


130 


12:00 


§ Hour 


Lunch 




12:30 


1 Hour 


Office Practice ~ Tuesej Thurs* and Fri» 


lOU 






Human Relations - Wed# 


26 


li30 


2| Hours 


Shorthand and Transcription 






? Hours 


Total Hours 


910 
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PASADEM CITY COHiEGE 



Manpower Development and Training Act 
Training Plan 



Ic General Information 



Clerk-Typist, 1-37. 

September 3a 1963 
6 hours/day, $ days/week, for 
twenty-six weeks. 

One section, thirty-three students. 



September 3a 1963 through 
February 28, 196U. 

1.6 Name of Agency Supervisirig Course 

Pasadena City Schools 

One fractional time supervisor 

One part-time clerk. 

1.7 This training program is for persons currently unen^loyed. 

1.8 It is proposed that this training program will continue to use 
the facility located at 81i0 East Jfeiple Street, Pasadena* 

The equipment purchased for CAL-^l, Section I, xfill be 
available for continued use. 

1.9 No soinor resioueliug is anticipated. 

2. Course Information 

2.1 Applicants for this training program wd.ll be carefully screened 
by the Selection Referral Officer of the Cal:.fornia State 
En5)loyment Service. Only those persons that this agency (CSES) 
feels can profit from the training program will be admitted. 

r ,2 See original training plan for CAL-51 and attached Form QE«i;000, 

2.3 Standards of performar.ee ajqpected of each trainee at the coiqple- 
tion of this training program are indicated in the MDT-1 dated 
November 28, 1962, which indicates the following: 

”a. Description of Occupation and training objective: Typewrites 

letters, reports, and other matter from rough draft or 
corrected copy. Files correspondence records and reports. 
Makes out bills, answers telephone, and handles mail. 
Objective: To train worker so that entry skills of 

in typing and farailiariBation with basic office x'ractices 
can be attained.” 

2.U A record of the enroll©© ^ in this training program will include 
the regular Pasaderia City College Extended Day School teacher 
records (regular forms and weaciier class roll record which shows 
days and hours ox attoniance), plus a record of individual 
8t-ud*?n,t progress on each of the units shown in the topical 
outline. 



1.1 Occupational Title 

1.2 Starting Date 
1«3 Length of Courg -e 

l.U Total Number of Sections 
1.^ Schedule of Sections 

Section 1 
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2.5 Course Outline: See original outline as ^proved mder GAL-^i 

(as we are only half way through our original C/lL-^l program). 

We do not want to suggest any najor changes in the approved 
outline at this time. 

3. Instructor Information 

3.1 This training program will require the services of one full-time 
instructor who will be paid an hourly rate on the basis of seven 
hours per day, thirty-five hours per week, for twenty-five weeks. 
Although this class is scheduled for six clock hows per day, 

we have found that it is mandatory to allow one hour per day 

for teacher pr^aration. ^ ^ ^ 

3.2 The instructor of this training program will be requioced to meet 
the requirements of the Special Secondary Credential in Business 
Education (Article 13 )> oi* the Adult Education Credential in 
Designated Subjects (Article 3i>)» 

3.3 The hours and anticipated salary for instructors in this training 
program are shown on an attachment to Form OiS-liOOO, Item la. 

Note: It is proposed that this Clerk-Typist program be operated in 

conjunction with the Stenographer program (CAL-2^). 

The Clerk-Typist will use the Typing-Shorthand room which was ^proved on 
CilL-2^. This is fully equipped with tables, chairs, typex^riters, non- 
ce nsumable typing texts, and business machines required for the Office 
Practice phases of the program* 

The Theory Room requested for this Clerk-Typist program is composed of 
two individual rooms. One, lU* x 19S will be used to hoj^se -te 
business machines for Office Practice work for both the Clerk-T^ist 
Stenographer pr (grains. The second part of the Theory Rooia is 19 xjo 
and will house tables, chairs, and certain business machines, and will 
be used to conduct the Office Practice and Procedure unit, the Bustoss 
English unit, and the Business Mathematic unit, for both Clerk-Typist 
and Stenographer programs. 

The attached Room Schedule shows the scheduliiag of the rooins that the 
Clerk-Typist and Stenographer’s program will use. (F^ the purpose of 
the schedule the Theory Room is shown as one room rather -^an two.) 



ROOM SCHEDULE FOR 



CLEPiC-TYPIST AND STSITORAPHER 
TRAINING PROGRAM 



Theory Room 

(19« X 52 ') 


Typing/shorthand Room 

( 38 * X 52 ') 







9:00 - 

11:00 a.m. 


Office Practice 
and Procedures 
(Clerk-Typist) 


11:00 a.m. - 
12:00 N. 


Business English 
(Clerk-Typist) 


12:30 - 
1:30 p*m. 


Business 
Mathematics 
(Clerk-Typist ) 


1:30 - 
2:15 p.m. 


Office Practice 
and Procedures 
(Stenographer) 


2:15 » 

3:00 p.m. 


Business English 
(Stenographer) 


3:00 - 
3:30 p.m. 


Business 

14athematics 

(Stenographer) 



9:00 <- Shorthand 

11:30 a.m. (Stenographer) 

12:00 N - Typing 

1:30 p.m* (Stenographer) 

1:30 - Typing 

3:30 p.m, (Clerk-Typist) 












Course Outline for Clerk-Typist 

Typing - Mininmm con?)etency identified on MDT-1 
dated Noveiriber 28, 1962, 



250 Hours 



Fundamentals of Typing 

1, Hachlne Fundamentals 

2, Standards of Performance 

3, Skill Development 

ii. Brief Introduction to Letters and Forms 



80 Hours 



Production Typing I 
1, Skill Development 
2* Application to Forms 


70 Hours 


Typing and Transcription I 

Produces Mailable and usable copy 
2* Transcription Practice 


30 Hours 


Production Typing II 

1« Iiq)rovement of Production Skills 


33 Hours 


Production Typing 111 
1, Skill Development 


33 Hours 



Textbooks used include No* 1, 2, 9> 10> 13> and lij. 



Office Procedures and Practice 



220 Hours 



Procedures 

1. Office Organization and Routine 

2. Job Relationships 

3. clerical Routines; motion-mindedness 



Filing 

1, Alphabetic 
2 • Numeric 

3, Filing Equipment and Supplies 

k. Filing Procedures (sorting, cross ^ 
referencing, ch&rge-out, follow-up; 

5. Preparation of iile Labels, Folders, and Guides 

Telephone and Telegraph 

Sources of Information— reference books and other sources 
Reports, Nsuiuscripts, Legal Documents 
Business Psychology 

l, Personality of the clexiCSj. wor*vSr 
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2. Clerical Aptitude Tests and Personality Tests 

3. Personal Appeai^ance— dress, hair, make-up, 
cleanliness, neatness, health, voice, post^e. 

U. Personality— initiative , courtesy (manners), 
enthusiasm, sincerity, cooperativeness, tact, 
social attitude, sense of humor, office etiquette. 

Mental Skills— learning to follow direction , ^ 
leaz^ning from, previous mistakes, using initiative 
to solve a problem, open mindedness to new ideas, 
suggestions, or critieisns, 

6. Responsibility— promptness, trustworthiness, loyalty, 

ambition, persistence j, dependability. ^ 

7. Attitude Toward the Job— promptness and regularity in 
attendance, pride in one*s work, production of a day s 
work in a day. 

8. Self -appraisal and Self-inprovement. 

9. Selling Yourself (getting and keepi^ the job) 

Seeking eirplpyraentj personal interview and follow-up; 
application letters and data sheets; application blanks. 

Textbooks used include No. 3^ 17a e^^d 20. 



Business Machines 
ifeichine Ifet hematics 

1. Comptometer 

2. Ten Key 

3. Full Key 

i;. Calculator-Rotary 
Duplicating Procedures 

1. Mimeograph 

2. Ditto 

3. Thermo-Fax 
l{.e Offset 

^kchine Transcription 

1. Dictaphone 

2 . Soundscriber 

3. IBM Transcribing Jyfeichine 

Textbooks used include No. 15 
Business English and Communication 

Vocabulary Skills 

1, Pretest 

2, Spelling py Sound and Meani^ig 

3, Spelling by Rules 
U. New Words Spelling 

Specialized Vocabularies 
6. Special Vocabulary Problems 



12 $ Hours 



$0 Hours 



Applied English Grammar 
1. Pretest 

2» Nouns and Pronouns, Brief Review 
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UO Hours 




3* Verb Review 

Additional Word Forms Review 
5^* Sentence Structure 

6. Capitalization and Punctuation 

7. Number Styles 

8. Word Usage 

Corre^ondence English 

1. Better Business Correspondence 

2. Good Letter Writing 

3. Memoranda and Reports 

Textbooks used include No. 11> 12, and l6. 
Business Computation and Rgtcord Keeping 

lH 5 >roving Arithmetic Skills 

1. Addition 

2. Subtraction 

3. Miltiplication 
U- Division 

5. Fractions 

6. Percentages 

Mathematics of Business 

1. Payrolls 

2. Trade and Cash Discounts, Markups. 

Mathen:atics of Finance 

1. CvOnputing Interest 
2» Discounting Notes and Drafts 

3. Installment Buying and Selling 

Mathematics of Insurances and Taxes 

1. Irsurance 

2. Property and Income Taxes 

3. Social Security 

Mathematics of Investments 

1. Stock Purchases and Stock Sales 

2. Bond Purchase and Bond Sales 

Business Records and Graphs 

1. Petty Cash Book 

2. Profit and Loss Statement 
3« Balance Sheet 

U* Row to Make and Use Graphs 

Practical Measurements 

1. Linear Unit 

2. Square Unit 

3. Cubic Unit 



•2U* 



35 Hours 



125 Hours 



Banking Procedures 

Civil Service and Euploymenb Problems 

Records Management 

1, Establishing Filing Systems 

n n vi/4 CSimmlnACS 

C, • OCX9^i/xv/xi \JX iav^wx^iu^A^w gv&m 

3. Controlling and lianaging Filing Systems 
ii. Transfer and Disposal 
5. Evaluating Filing Efficiency 

Textbooks used include Mo, 6, 7a 8> and 18. 




Banking Procedures 

Civil Service and Eii?>loymenb Problems 
Records [fenagement 

X • XZiO \JCI^WX iO H JU4i ^ r a. WJ vw*w 

2* Selection of Equipment and Supplies 
3, Controlling and Ilanaging Filing Systems 
li. Transfer and Disposal 

Evaluating Filing Efficiency 

Textbooks used include No. 6, 7j 8, and 18. 







i<ao»i iftf r*ia;'i7iiCT8BCii j' "■**! ?*»as« 














Banking Procedures 

Civil Service and Employraenb ProDlems 

Records Management 

1. Establishing Filing Systems 

2. Selection of Equipment and Supolles 

3. Controlling and Managing Filing Systems 
ii. Transfer and Disposal 

Evaluating Filing Efficiency 

Textbooks used include No* 5, 6, 8, and 18. 
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miWABD UNIFIED SCHOOL DISTRICT 

Train ing PlLan 
Medical Secretazy 







1. General Informa'tion 
1*1 Occupational Title 

1*2 Startdsg Date 

1.3 Length of Course 



l.li Total Number of Sections 



Secretaiy (Meuicnl) 



1 

tVi/x 



3 weeks after approval or about 
February 10, l^^It, and coiq)lete 
August 21, 196k» The second section 
will begin after coinpletion of this 
section and will be submitted on a 
new proposal about July !• 



Through consultation with members of 
the medical profession, representatives 
of the California Department of Enploy- 
ment, representatives of the California 
Department of Education, the course 
was determined to require 980 hours 
of classroom and clinical instruction. 
As a medical secretary in a small 
office often works at least 7 hours a 
day, it was determined that instruc- 
tion should as nearly as possible 
reflect these working conditions— 
that is 7 hours a day of instruction 
or 35 hours weekly. 



1 section of 30 students 



1.5 Schedule of Sections 

^ t 

Section 1 To start February 10, 1961;, and 

conplete A'jgust 21, 1961; o 

1.6 Name of Agency Supervising Course 

The course t’dll be conducted under the si^ervision of the Hayward 
Unified School District, Supervision will be done by the 
Vocational Coordinator of the district and by the teacher- 
supervisor from the teaching staff. 



1.7 All students will be uneirployed, 

1«8 This training vjill be held at 22300 Foothill Boulevard, Hayward, 
until the remodeling is complete at 26316 Hesperian Boulevard, 
Hayward, 



1,9 Remodel4.**g 

The school we now use for our clerk-typist and steno-secretary 
program has been condemned and will be sold before our medical 
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secretary courses are completed. Also, we arroicipate continuing 
with more classes of clerk-typists and steno-secreta ra^ wte ^ 
these oonplete due to the increasing growth of this oom^ity. 
tehave ^three-year old building which has classroom partitions 

tt toy a« no/fi.iished. In order f “JriSr 

adequate, some remodeling will be needed. __T^^costofJihi 

remodeling \ftll be $3,500eUU. ■ 

Form OE itOOO.) 



^ -A. ^ ^ a 4* at* 

^^66 OUl/XX!!^ cauucu^**w%* 



2e Course iGsiormisim 

2 el Entrance rfjquiremsnts from MDT-1 

(1) All trainees "^dll be women with a minimum of a high school 

(2) Thrage°raige is estimated to include approjdmtelyl^ bet^n 

^ 18 and 21 years, 80? between 22 and 1»U years and iC^ between 

and ^0 years. 

(3) Ability to type 2$ words per minute accurately. 

Ox) Attain the recommended minimum scores on SATB B ^++.;+„^p 

(^) Demonstrate by appearance, personal 

that there is a good potential for successful job perfoiman 

(6) Priority factors for selection as set forth by PL 87-^15* 

(7) All screening to be done by the Department of Eir^iloyiuent . 

2.2 See list of books and supplies attached to Form 

tional manuals, textbooks and references to be used by trainee . 

2 3 The course objective is to prepare trainees to successfully 
vurierdSies^and responsibilities of a me^^^l 
in the description of the occupation. iraxUing will ho direc-cea 

toward developing proficiency in the use of S^cal 

equipment and en^hasis will be placed on the instruction , 

terminology. It will also include office procedures and ebMcs typical 
of SrmXal profession as well as limited nursing and laboratory 

tasks. 



2.U Records of students to be kept ares 



Attendance 

Progress 

Attitude 

Speed for typing and shorthand 



Punctuality 

Required government records 
Plus all records needed for 
refverence for placement 






2.5 Course Outline; 

The course outline is shown in the attached block We 

use 2 instructors, each teaching 5 hours per day mth 2 hours of 
preparation time. The students will have 7 hours of classroom 
instruction. Homework ^d.11 be assigned and graded. 
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The specific skills to be developed under each title headiiig are; 



( 1 ) 



( 2 ) 

( 3 ) 

(U) 

( 5 ) 

( 6 ) 

( 7 ) 

(8) 
( 9 ) 



( 10 ) 

( 11 ) 



Medical Secretary Fundamentals—a survey of anatony and 
physiology; origin, meaning and eqt^plication of terminology; 
ethics, interd^artmental relations, personal conduct, 
public relations, and tsl^hone procedures. 

Additional duties commonly include sterilizing instruments, 
preparing patients for e^caminatlon, checking heights and 
weights and making certain types of laboratory tests. 

Legal Aspects— parent, nurse, doctor, patient relations, 
adoption, etc. 

Shorthand— study shorthand outlines for medical terminology, 
develop shorthand speed. 

Medical r^orts— interpretation of medical records and forms 
including proper filling out of insurance forms. Correct 
filling in of case histories and their meaning. 

Transcription— develop skill in transcribing dictation of 
medical reports, articles, case history and correspondence 
from a transcription tape or shorthand notes. 

Office practice and machines— develop skills in the use of 
office machines, review and practice in office filing 
principles and systems. 



Business English— review of basic grammar, sentence con- 
struction, capitalization, and punctuation. Review spelling 
and pronounciation, definition of iraedical vocabulary , 
composition of routine correspondence. 

Business Math— review of basic mathematics required for a 
medical secretary as payroll, patient billing,, taxes. 

Business Record Keeping-«Be able to handle the financial 
transactions of the office, maintaining recoirds, billing 
patients and keeping these records in up-to-date form. 



Typing— speec* and acciiracy drills, training and practice 
in typing technical material containing medical tsrminolog>’, 
medical reports, etc. Develop a typing speed of wpm. 



Special Study— this time is left open until we have tested 
the students and watched their progress, \lhen their areas 
of weakness are known, th^ will be given special attention 
at that time. 



O c; {) Ik addition to books listed and attached to Form OE UQOO, the 
following equipinent is already on band and will be utxlizea. 



Marciiant Calculat or 
Printing Calculator 
Duplicating Machine, Roneo 
$ adding machines 

Combination dictaphone-transcriber 

Filing cabinet 

Stenorette combination 

Stenorette transcriber 

Stenorette probable dictating machine 

Spirit Duplicator 

Dictaphone transcriber 

Dictaphone dictator 



1 hospital bed 
1 scale ai"id height unit 
1 overhead projector & 
transparencie s 
l6 mm projector and screens 
35> mm projector 



3. Instructor Infomation 



3.1 

3.2 



3.3 



fwo full-time instructors. . 

certify that the instructors mil meet the requirements 

and standards for a regular California credential. 

Each instructor full time 7 hours a day, 5 
meks ® $5.50 per hour = 7 X 5 X 28 X 5.50 = 



This rate of pay conforms to our Adult School hourly rate. 
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BEEKEIM mCEFISD SCHOOL DISTRICT 



Trainiug Plan 
Salesperson^ General 

1. General Inforrr<ation 

W W IPW 



1.1 Occupational Title; 


Salesperson, General 


1.2 Starting Date; 


January 13? 19^3 


1-3 Length of Course; 


? hours per day? $ days per week 
for 6 weeks 


l.h Total Number of Sections; 


2 Sections of 30 students each. 
Sections will run consecutively. 


1.^ Schedule of Sections; 


Section 1. Jan. 13? 196U through 
Feb. 21,, 196 b 

Section 2. Feb. 2ij., 196U through 
Apr. 3? 196i; 


1.6 Nas?^ of Agency Supervising 
Course; 


Berkeley Unified School District 

Berkeley? California 

One fractional time supervisor 


1.? Purpose of the Course; 


This course is intended for 
unemployed persons who can benefit 
from retraining. These persons 
will be selected by the CoS.E.S^ 
and certified to the school. 


1.8 Facilities and Equipment; 


The course will be conducted in 
nonpublic rented space, yet to tte 
deterndnedc School enrollment in 
the Berkeley Unified District is so 
great that it has caused over** 
crowded school room facilities. 

In order to properly house this 
program, it has become necessary" 
to lease aaonpublic space. Equip™ 
ment will be rented, vjith an option 
to buy, and purchased when and if 
it becomes more econoiiiical to do so. 


1,9 Mnor Renjodeling of School 
fiant! 

2. Course Information 


None 



2.1 Qualification of Student ; 

a. 18 years of age or older 
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b* High school education or equivalent 

c* Satisfactoy*ily passed the personal interviex-r and screening 
of the California State Department of Ejs^loyment. 

Textbooks 8 Textbooks are listed by g^ibject matter in Course 
Outline attached to this proposal* 

The objectives of the course are to prepare trainees to 
successfully perform retail sales tasks that are custoi3».<»ily 
a part of the operation of a department or specialty store* 
Entry job requirements for specific skills, as determined by 
the California Department of Sn 5 )loyment, will be met. 



2.U All the required Federal, State and local records win be 

kept along with attendance, grading on tests and final grades 
upon completion of the program* 

2*5 Course outlines See attached course of stucfy" outline* 



3, Instructor Information 

3*1 There will be two part-time instructors. 

3*2 These instructors meet the certification requiren^nts of the 
State of California for their particular areas of teaching. 

3*3 Instruction will be provided for 7 hours each day at the rate 
of $6.31 per hour, plus employer contributions for Retirement, 
Social Security, Health and Workman's Conpensation* The above 
is the standard rate of pay for Adult Education Teachers that 
has been established by bhe Berkeley Board of Education* 



BERKELEX UNIFIED SCHOOL DISTRICT 
Course Outline 

Mar^ower Development and Training Act 
(Salesperson, General) 



folloi'jxng proposed curriculum fox* (Salesperson, General) has been 
developed by the Berkel^" M.D.T.A. Coordinator with help and guidance 
from the local office of the California Department of Enployment, the 
Berkeley Mayor *s En 5 )loymBnt Committee, and the local Chamber of Commerce. 

In order to effectively te;=»,ch the course and incorporate the recommenda- 
tions of the above mentioned groups, the course has been divided into 
three general areas of concentration. 

(1) Business English and Speech 

(2) Basic Arithmetic and ilathematics Review 

(3) Retail Salesmanohip and Merchandising 
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Bu3ln.6S3 English and Sp66ch « 8s 30 • 10s30 3.«m« 



60 Hours Total 



This course unit assumes that the trainee has "been expostsd to the 
fundamentals of grammar in early school years* T^ objectives ^e to 
ascertain "ttie extent to which rebuilding is required and to orient tte 
4. 4-^ +vua ■? nf Tirotiftr word sslection* pronunciation ana 

good sentence construction. Bnphasis will be given to the comnonly 
misspelled words encountered in sales work. Neatness and good work 
habits will be stressed throughout the course. 



development and voice control training, with special emphasis 



1 ,***'^ - mUA a 

being placed on the elimination of improper speech patterns. This 
course unit is designed to “bring out» the trainee and hSo.p ip 

his self-confidence so that he can perform as an effective and productive 

salesperson* 



Text; — Processes in Writing - Anderson and Womack 

Basic Arithmetic and Ife th Rev iew - 10; 30 - 11:30 a, m* and 3:00 
— ■ — ■ 60 Hours Total 



1(:00 p.m. 



This course unit is designed to strengthen the trainee’s background ^ 
the fundamentals of arithmetic. Emphasis is 

in arithmetic so that the trainee will be able to han<0.e the ^thmetxc 
problems that are common to the retail salesperson’s job. Addition, 
subtraction, multiplication, division, decimals, fractions, and per- 
centsges and interest will be covered. Anple tesus id.ll be used. 



Text ; —Ifethematics Builder (Workbook) - South-Western 

Publishing Co. 



Lunch « lls30 * 12:00 

Resource Presentations -• 12:00 - 1:00 p*m. 30 Hours Total 

This hour will be used each day during the training prograiu for guest 
speakers who are ejperts in store personnel, telephone techniques, cash 
register operation, personal grooming, etc. The Berkeley merchants 
have established a speakers* bureau and will coordinate these ^eakers 
with the salesmanship ciu’riculum. In addition, this hour id.ll be used 
to p.’ ‘*nt instructional films and other audio-visual presentations* 

Retail Salesmanship and Merchandising - 1:00 - 3:00 p.m. 60 Hours Total 

This course unit does a conprehensive job of covering retail salesmanship. 
Extensive use will be made of «live” sales demonstrations. Trainees will 
be reqii-5-red to give mar^ live sales demonstrations covering all aspects and 
problems that might be encountered in real life sales situations. This 
course unit has been divided into four major parts: Retailing and the 
Salesperson, the Customer and the Product, the Selling Process, and 
Job Relations aiid Performance. 

Text:m..Succe3sful Retail Salesmanship - Prentice-Hall, Inc. 
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aHN DIEGO CITY COLLEGE 

Manpower Development and Training Act 
Bepr .eduction Typist 1-37 *32 



Summary of Project 



la General Information 



cl 

.2 



1,3 



Reproduction Typist « DOT Code 1-37.32 ^ 

The first two sections will start January 7, 1963, and conplete 
on June 21, 1963= The second two sections wijj. sxarc ome ca, 

1^3, and coaplete on Deceirter 6, 1963« Each class ijxll mset 

30 hom^s a week. , „ , 

Each section will meet 720 hours. Both the length of^nrse and 
the number of hours per week vjere determined by the Advisory 
Committee for Reproduction Typists in conjunction ^ the loc^ 
l-IDTA Advisory Council. (See attached minutes of i-^eeting wo. 1; 
loh There will be four sections, Tiiith 25 students in each section. 

1.5 Two sections vd.li run concurrently. (See 1.2 for schedule) 

1.6 San Diego Unified School District - San Diego City College. 

The staff will include two part-time supervisors, three instructors 

and one part-time secretary. j u o-v, 

l.T The courses are offered for unenmloyed persons referred by the 

State Employment Service. 

1.8 fhe program will be housed at the San Diego City College- Bus^ess 
Building. Bungalow #25 (24 X U8) will be equipped and se.. aside 
eight hours a day for the exclusive use of the program. A 
standard classroom mil be made available for four hours a day 
for the English courses of the two sections. 

1.9 None 

2 e Course information 



2.1 

2.2 

2.3 

2 . 1 ; 



See MDT-1 

See Supplement to Form OE UOOO 

See MDT-1 , , x x • 

Brief description of records which will be kept on trainee 
progress. Records ^d.11 be k^t for the classes for Reproduction 
Typisisand for each student in the programs in the exact manner 
and accordinji to the standards established for all students in 
the San Diego Junior Colleges. Students will be admitted, 
officially registered and a class roster printed by the IBM 
machine. On this roster the teacher will mark date of registra- 
tion and a day-by-day attendance record for the duration of the 
training period. Other individual student records for the 
purposes of the college include a student data card, identifica- 
tion card, health counseling card, monthly attendance card and 
final grade card. The teacher wiU ^so record grades for each 
student on achievement tests, rate of progress, coiqpleti on of 
units of study, etc., as instruction proceeds, (see 2.5.3) 
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2*5 List in topical outline Torm the .major units or divisions of 
the course indicating the approxJjnate clock hours to be 
assigned to each. The program for Reproduction Typists con- 
sists of three courses, each of whi''h meets for txro hours per 
day, $ days per week for approximately 2h weeks in length, 
noo artTTii+.ted to the oroeram would be required to 
register in all three courses, thus making a total training 
time of six hours per day or thirty hours per week for the 

2h weeks. 



These three courses are; 

Course Humber and Title: English X23 - English for Eeproduction 
Typdsts 

Course Description; Prerequisite; Admission to the program for 

Reproduction TjTpists and concurrent enroll- 
Tnent in i^vuin^ X33 and Business Practice X33 



Spelling, vocabulary, punctuation, word division and other basic 
grammar review applicable to typing technical, material to be 
reproduced. Rules for layout of mathematical formulae and 
familiar 3 .zation with scientific symbols and Greek letters. 
Mastery of proofreader symbols and editing directions. 
Familiarity with commercial or government specifications 
manuals an.d how to use them. 



Course Nunffler and Title; Typing X33 - Advanced Typing for 

Reproduction 

Course Dascription! Prerequisite; Admission to the program for 

Reproduction Typists and concurrent enroJl- 
ment in Business Practice X33 and English X23 






snd use of the IBM Executive typewriter. Speed and accuracy 
drills on the alphabetic and numerical ksybcsrJ. EUies for and 
practice in margins. Justification, page placement, uabulauion, 
^d other typing skills and teohniqires necessary for preparation 
of technical material for reproduction. 



Course Number and Title; Business Practice X33 - Office Practice 
for Reproduction Typists 

Course Description: Prerequisite; Admission to the program for 

Reproduction Typists and concurrent enroll- 
ment in Typing X33 English X23* 



Training and practice in typing layout and composition. Use oi 
a variet 5 '^ of materials and tools and limitations of each. Skill 
in correction methods, rules for reducti'n in size of copy, 
inking, use of changeable type bars. 







2.5*1 Identify the specific skills that will be developed in each 
major unit or division of the course in terms of job require- 
ments. 

The course descriptions Tjritten above show that tlie three units are 
closely related to each other. For job requirements reference is 
made to the Department Ox Employment Summary of Duties for Reproduc- 
T_:i7 *50 HPinn. lav-rtiit. and tvD© on Executive Typewriter, 

^ I — -7 

material to be reproduced for documents.** 

The English and related instruction time will be devoted to rules and 
familiarization ^d-th all the technical knowledge idiich liiust be under- 
stood and used in planning and lay-out. 

The Typing course instruction time will be used to learn the most 
iuportant tool, the ExBcutive Typewriter. Intensive drill for ^eed 
and accuracy will be coi'ibined with pi*actice in applying the technxcal 
knowledge gained in the English course. 

The Business Practice course will stress the application of the know- 
ledge and skill gained in the other two courses to the actual 
preparation of reproducible documents. In this course the student 
will practice ^-lith the variety of tools, materials and methods used 
in the occupation. 

2.5.2 Identify the instructional naterials, teaching aids, rew ^uip« 
ment, etc., xd.th the appropriate topic in the course outline. 

The textbooks about vocabulary, word division, graim.iar, mil as ^ 
reference materials on symbols, Greek letters, governriient specifications, 
proofreading rules, etc#, will be used in the English class. This two 
hours of daily instruction will take place in a standard classroom. 

The Typing class and the Business Practice class ^iri ll both be given in 
the typing laboratory, four hours daily. Special equipn^nt consists 
of typing tables grouped in fours to provide table work space, typing 
chairs, and Executive Typeind-ters . -'lany of the above na:ned texts, as 
•wfllT as the tjraexTriting books will be used in the Typing course, also 
new'spriut practice paper in quantity . For the Business Practice 
course the additional* specialized equipment such as changeable type 
bars, Typits, light boxes, etc., i^ill be used as well as a variety 
of small tools such as Rapidograph and Exacto ^ives. The apec^l 
papers such as ledger, vellum, etc., are used in this course, also 
many aids and correction supplies— snopake, artist aid, splicing tape, 
and backing sheets. 

2.5.3 Describe methods to be used in evaluating trainee progress and 
achievement-names and types of tests to be used, etc. 

I 

Acrdevement tests and project assignments developed by the teacher 
will be given periodically to evaluate progr-ess in mastery of 
techniques, skills, concepts, and job competency. Frequent timed 
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vjTitings will be scored for gains in typing speed and accuracy. As 
these courses will all be taughb by teachers with business experience 
in the field they are teaching, evaluation of student progress can be 
maintained by observation and conparison mth enployability standards. 



3, Instructor Information 



3,1 Cne instructor, 20 hours per week, to teach two sections of 

English X23, Two instructors, 20 hourr. per week, each to teach 
Typing X33 and Business Practice X33. 

3*2 Instructors must hold a regular General Secondary, Junior 
College, or Special Secondary in Business Education (Bureau 
of Business Education to determine type). Qualifications 
should include a ndnimura of five years of experience in 
field of technical reproduction typing, 

Each instructor will teach four hours a day, five days a week 
for a total of twenty hours. The hourly rate will be $5«o0, 
which is the established City Schools rate for this type of 
service. 



3.3 
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SA.WYER SCHOOL OF BUSINESS 

tospoHer Development and Training Act (P. L. 87-Ul5) 

Training Plan Outline 
Stenographer 




2 « General Infomstion 



1.1 Stenographer (Clerical) DOT 1-37-12 

1.2 One section to start approximately August 19, 1963, arid end 
approximtely February 21, 196U. 

1.3 The course is designed to cover an instructional period of 
?80 clock hours, 6 hours each day. This amount of time does 
allow studenfcs a reasonable number of absences due to Illness 
or ai^ other excusable reason. However, it is desirable that 
the student be in training the full time if at all possible. 

The training time allotted for this course is in keeping with 
our training standards which have been developed through the 
training and placement of many hundreds of students. Enployer 
satisfaction is a prime factor in our decision to provide this 
amount of time for this course. Classes meet every day, five 
days each week. Six hours per day is in keeping with the 
standards set up by the training act and will fit into our 
schedule. 

l.it One section of 2$ students. 

1,^ One section 2$ students to start Monday, August 19, 1963, and 
couplet e their training twenty«seven weeks later, February 21, 
196ii. Total elapsed time will be tw^mty-seven weeks which will 
allow for twenty-six weeks of training exclusive of holid^s 
on September 2,* Labor Day^ November 28, Thanksgiving 5 December 
2h and 2$, Christmas,* and January 1, New Xear*s Day. 

1.6 Supervising agency will be bhe Sawyer School of Business, 
Harrison Ifyers, Secretary-Treasurer 5 Mr. E. L. Green, Director, 
as well as the instructors of the program. 

1.7 The program is primarily intended for the retraining of 
unenployed. However, in all cases, the Department of Employ- 
ment, State of California, Ti^ill dictate the class structure. 

1.8 The training facilities for the proposed prograra are located 
at 707 South Broadway, Los Angeles* Adequate quarters and 
equipment have been established, and this new class will 
follow the class session which has Just ccnpleted training 
at this location. 

1.9 None 



2. Course Information 

2.1 In order for us to acconplish our final objective of attaining 
a more than adequate typing speed in this intensive period of 
allotted time, the prospective student prefei’abiy should have 
a typing speed of at least 20 words per roinutec Prerequisites 
in other subjects have not been established. However, we feel 
that the student should have conpleted high school or have 
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axtained the equivalent of a high school education through 
e^qperience and/or study since high school* It is understanoaDie 
that the student with tte best educational background !>3filj. 
achiO’f’e the highest grades and be the best student* 

2*2 See attached book and supply lists* ^ ^ 

2*3 Our objective is to provide the graduate with the requxrea 

dictation and transcription skills > as as^typing^bility 
and general office cleilcai kRowladge that will qua-.x*/ hJji 
for a stenographic position* 

2«U Daily attendance records will be kept along with all progress 
reports and periodic tests which are given each student through- 
out his course of training. These records become a part of a 
permanent file which is kept by the school* 



2 ^^ Shorthand (80-100 wpn) 260 Hours 

Typewriting (U5-60 wpni) Hours 

Business English (Spelling> 

Vocabulary, Grammar, and 

Punctuation Correspondence) 130 Hours 

Office Ifechines and Clerical Practice 52 Hours 

Office Behavior Personality Development 13 Hours 

Filing and Inde:dng ^ 26 Hours 

Production Typing and Transcription 
Practice 39 Hour s 

Total Hours ?80 Hours 



2*5*1 We strive to train the student to the point Tdiere he will 
achieve a grade of or in all of the subjects 
listed. If he attains this proficiency, we feel that he 
will more tlian satisfy the requirements of industry for 
placement* 

Sawyer School makes it possible for each student to 
maintain his typing speed and accui'acy by attending 
practice sessions at the school for a reasonable length 
of time prior to placement. There will be no charge 
for this service* 

2.^.2 The instructional material and texts are, for the mOvSt 
part, workbook-textbook combinations, lect'ure and visual 
aids, as well as a series in grooming and personality 
development by the staff of Caroline Leonetti. 

2*Su3 Trainee program is evaluated by periodic tests as well as 
daily participation in class. Tests used are primarily 
those issued by the book publishers as well as other 
standardized tests. 

3, Ins truct ion Infor matio n 



3,1 We feel that the equivalent of one full-time instructor will 
be needed for tralxiing this section* 
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3o2 State of California adult teaching credential is required as 
a ndninuiii credontial in all cases. We se3.ect for instructors 
those men or women who are well qualified through educational 
background paying particular attention to job e^qperiencc in 
the field in which th^" will instruct, 

3.3 Class instructor time will be six hours each day. The 
instructor salary will be sgpproximately $600.00 monthly. 



•J[iO«* 



f I 















HUMPHREYS COLLEGE 



Manpower Development and Training Act PL87«ii.l^ 

Training Plan 

A Proposal for Program of Retraining Stenography 



1.1 Occupational title and DOT code for occij^ation reflecting course 
content • 

Stenographer. DOT code # 1 37 12. 

1.2 Stalling date and con 5 )l&tion date - all sections: 

Two sections are anticipated under this proposal. 

First Section Second Section 

Starting date: Decemiber 9> 1963 July 20, 196U 

Ending date: July 8, 196U Fefeniaiy 13j l9o$ 

1.3 Length of course in clock hours: 

910 For schedule of hours of instruction and distribution 
of hours among subjects, please see schedules attached. 
Indicate hew the length of the course was determined; 

The length of time was determined by coinputing the nmiiber of 
hours of concentrated effort usually spent, in occupationally 
essential subject matter, by an average student of stenography 
and allied subjects in the public junior colleges of California 

In broad subject groups these hours are as follows: 



Clock Hours 



Stenograpl:y to ICX) wpm including transcription 400 

Typing and office practice 260 

Communications (English, Letter Uriting, 

Tel^hone, Meeting Callers, Speech, 

Personality Development) 3.50 

Matheitsatics « Records - Machines 3.00 



91Q 

Indicate how the specific number of hoiirs per week was determined: 
The educational week was determined by using a "x-srorkwsek** 
slightly less than the usual workweek in actual eri$)loyraent 
practice, in this occTjqpation, in this community. The slight 
reduction in gross hours makes the program more con^jatlble 
with normal schedule of hours used in this institution and 
eliminates rescheduling of automtic bell schedules* 

1.U Total NuiiaDcr of Sections Number of separate groups of trainees 
which will be given the training course content. 

This Training Plan is planned for two sections of 20 trainees 
each, the second section followir^ when the first is completed. 
1.5 Schedule of Sections • indicate the proposed beginning and ending 
date for each section: 

First Section Second Section 

Starting dates December 9, 1963 July 20, 1964 
Ending Dato: July 6, 1964 February 13, 1965 



The schedule above anticipates two sections in this proposal. 

There is no problem of overlapping sections or conflict of 
vacation da,yB involved since the sections are consecutive. 

Dates of regularly scheduled sc .ool closures affecting this prograijr* 

i'.rx a irvi ncp sllOlll.d b® 

identified wi.th the appropriate section in the schedules 

Datf»s of regularly scheduled school closure affecting the program:- 



Vacationgj 

Second Section 
Labor Day 9/7/6U 
Veterans Bay II/II/ 6 U 
Thanksgiving 11/26/61^ and 
11/27/6U 

Christmas recess 12/21/6U - 

1/1/65 

(Last date of instniction - 
2/13/65) 

1.6 Name of agency which vjill give immediate supervision to the course, 
and extent of such supervision including nuiber of staff, etc. 

1. Humphreys College: Supervisor ~ J. D. Ccllum, Dean of lastruc- 

tionj Bemeice Neugebauer, Supervising 
Instructor 

2. State Department of Education, by staff maiitoers appointed by 
that agency. 

1.7 Statement as to whether tlie proposed course is intended for eupl<^5'ed 
or underemployed persons, and the expected ratio if mixed. 

The course of study as proposed is intended for unenployed only. 

1.8 (a) Name, location and description of sp?\ce to be utilized for 
this course, (b) equipment available, and (c) list of equipment 
proposed for purchase shoid.ng unit cost for each proposed item: 

(a) It is intended that the instruction described herein be 
conducted in the college facilities located in domtown 
Stockton, California, at IO 8 N. California Street in rooms 
to be assigned by the College Administration. 

(b) There are adequate ifanu^l and electric typeviriters, trans- 
cribing mohines, and business machines available in the 
college at this time. 

(c) List of equipment proposed to be purchased: None. 

1^9 Description and estimato'^ cost of minor remodeling, if aiy« 

None 



First Section 

Christinas recess 12/23/63 - 1/3/61; 
Good Friday 3/27/6U 
Easter-Spring recess 3/30/61; - 3/31/61; 
(Last day of instruction 7/8/61;) 

All dates are inclusive. 



2. Courf<«^j Information 

Statement of trainee educational -background and/or previous experience. 
Prerequisite to enrollrceni in or successful cou^^letion of the course. 
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Approximately 6h% of the gcmp have high schocl diploinas^ and 
another lQ% has at least one year of college* The remainirig 
13^ had not fitiished the iai:.h grad®. 

l^st of the potential trainees l^ve vocational experience in 
clerical fields related to stanc«grap5^j however, their lack 
of stenographic skills makes adequate placement service 
extremely difficult* 

2.2 List of K^ference books, manuals, textbooks to be used by trainees, 
and of visual or ether instructional aids. 

For a list of textbooks and iianuals to be used by each traiiiee, 
please see the coifplete list of required books and supplies 
attached to this training plan* 

Reference books which are required occasionally are available 
in the college library. 

This tinning plan anticipates extensive use of audio-visual 
mterials in the learning of shorthand and typing. These 
materials include the use of an extensive Ubraxy of recorded 
graded dictation. These materials are available in the 
library of the college and are available as required by the 
trainees. 

Much of recorded dictation used is planned to accommodate the 
individual differences in ability and capacity to study which 
normally occur in every training group. In order to accommodate 
this educational need, the college has numerous listening 
stations In the library xdiich are able to select for each 
student material appropriate for his level of learning, even 
though several levels may be represented in the class. The 
students use earphones, and the college requires each student 
to own his own earphone and jack (a very small device) which 
he carries with him and plugs into whichever listening jack 
is available idien it is his turn to study this mteria3. in 
the college library. 

Machine transcription (transcribing from various dictating 
machines) is an aspect of this training pl^. ^ The college 
has adequate machines and nsterials for this instruction. 

The training materials are part of the college library and 
are used by students as required. 

The ^^riting of letters, orders, and reports from broad instruc- 
tions (at an elementary level) is an a^ect of this course. 

This instruction requires information concerning the isvi/srs 
or reports to be irritten. This information is a part of the 
college library and is used by students as required. 
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Excspt for the explanations abow> #ach student is required to 
have the books and supplies mentioned in the book list attachedc 
In addition ts the materials mentioned in the book list attached 
and above, the student vdll find constant use for the numerous 
materials in the college library* These materials, however, are 
not further described or detailed herein* 

2*3 Standards of performance e^eted at course completion such as 
iii manuscript typing,” “guided bend welding test,” etc. 

1. Shorthand: Ability to taka from dictation of a difficulty 
level of 1.2 syllabic intensity, 3.00 wpm and transcription 
rate of 20 \«pm in mailable quality. 10^ ^owance for e^ors. 

2. In machine transcription, ability to transcribe from macldit^ 
transcription at a rate of 20 ^jpm for 5 minutes with an eri*or 
allowance of 

3. In letter writing; Ability to answer “acceptably” a letter of 
unconralicated difficulty from source document letter and broad 
instructions given, to the candidate in dictation. 

U. Typing: Ability to for five minutes at a rate of $0 wpm 
under International lyping Contest Holes with a limit of l.S 
errors per minute® 

p. ^chine Operation; Ability to add or otherwise operate adding 
machines at a rate of 100 spm. Ability to demonstrate acceptably 
a knowledge of usual machine calculation fundaiiEntals on each 
machine studied (iO-key and fuLi**keyboard adding machines). 

6. Office practice: Ability to produce from copy: statistical 

reports, 3rtters, or business forms at a speed equivalent to 
20 net words per minute including set— time. 



2,h Brief description of records which will be kept on trainee progress^ 



1« Attendance reccsrds td.ll be kept throughout entire training 
period showing fact of attendance with notations of tardiness 
if any. 

2, Exar.iinations will be given and recorded every two weeks in evesy 
major subject in terms of evaluation standards mentior*sd above. 

3. Records of final grades in every major subject t<dll be recorded 
in permanent records. 

Records of supplies and tuition used will be kept for a period 
of t\iree years. 

5. Progress reports every two weeks showing relative amount of 
training objective con^leted in the opinion of instructors 
together with an evaluation of the quidity of work as jiidged 
by iiistructors. 

2.5 List in topical outline form the ifiajor units or division fcr the 

course indicating the approximate clock hours to be devoted to each: 



Sterxograpi^ to 100 wpni including tr&nscriptiou UOQ Hours 

Typing and office practice 260 

Communioations (Snglirfh, Letter Writing, 

Telephone, ifsetirjg Callers, Speech « 

Personally Dtsvelopmenb ) 15^ 

HatheiTAtics - Records «» Machines 100 

TC3AL 910 



2*5.1 Identify the specific skills that will be developed in each major 
unit or division of the course in terms of job requirements. 



A. Stenography: . , ^ « 

6 W86ks 60 wpn on grsdGd ina'tGT^i.GXs studied thus fsr in Gr6gg 

Shorthand theory. 

10 weeks 70 wpn on graded materials second ^1^^ Gregg theory. 
l8 weeks 80 wpia read^ijack test 1.0 SI difficuity. 

22 weeks 90 wpm read-back test 1.1 SI difficully* 

28 weeks 100 wpm read-back test 1*2 SI difficulty. 



25 wpi’i ^ minute test 
35 wpm 5 minute test 
U5 wpm 5 minute test 
5C wpm 5 minute test 
50 wpm 10 minute test 



B* Typing: 

6 weeks 
10 weeks 
20 weeks 
2h weeks 
28 weeks 

C. Machine transcription 

Business lis chine operation 
Record keeping 
Office practice 
Communications 
BUi.rIne?>s mathematics 
Duplicating HBChines 



Cospletion tests as required by 
instructor. 

Finish tests as required by 
instructor. 

Goiipletion teats as required by 
instructor. 

Completion tests as required t^r 
instructor. 

Conpletion tests as required by 
instructor. 

Coiipletion tests as required by 
instructor. 

Conpleiioii tests as required cs^ 
instructor. 



a.5,2 Identify the instruebional ira-eri is, teaehf-^ aids, new .juipjBent, 
etc., with the app opriate topic in tbs oonrae outline. 



A« 

B. 



V 



D. 



fo new equipment is required. 

llectronic transcriptions from the li.:‘rary of the college will 
>e used in the teaching of typii^ and shorthand at all levels. 

■he lueistioned in the textbook list previouc^ly have been 

Identified with the appropriate subject fields by their titles < 
business machines required in the teaching of m^hines will be 
Lsed as required. Specifically this course anticipates instruc- 
tion in the following machines: 

Machine tranecriiDtion on least two different types 



of transcription equipment. 

2. Duplicators; spirit and stencil. 

3. A.dding machines; Touen system on 10-key adding mchines| 

correct procedure on full^keyboard. adding machines-* 
Practice in applying these sisple machines to practical 
problems. 

ho Blectric and manual typewriters wil3. be used. 




2.5.3. Describe ioethods to be used in evaluation of trainee progress and 
achievement— give names and types of tests to be used^ etc. 

A. Shorthand !iOsts -will be selected frm those published periodi- 
cally by the Gregg Publishing Gon^jai^r and will be reclassified 
for syllabic intensity and measured in “stantod words" ^ 
minute. Shorthand tests to measure speed id.li be 5 unnates. 

B. Typing tests will measure speed according to International 
Typing Contest Rules. 

C. Tests on other subjects liill be measured by tests prepared by 
instructors or selected for efficiency from cornpargr or 
industrial tests or from standard tests vhen available. 

3. Instructor Information 

3.1 Identify the nuniber and titles of instructional personnel required 
and show tte e 3 q>ected full-time equivalency of each. 

There will be assigned to each section the equivalent of one full- 
time instructor. Each such instructor will be assigned a usual 
proportion of administrative time for record keep-aig, testing, 
library service and other usual admin3.strative services. 

3.2 List the rainiraura acceptable instructor qualifications in terras of 
formal education and previous occupational experience. 

All instructors will meet requirements of and be approved by t> 

State Department of Education,Bureau of Readjustment Education, in 
accordance with standards in the California Admanistrativo 

3.3 Indicate the hours per day for each instructor, the anticipated 
salary or wage on the basis of hourly rate, and total cost. Give 
statement justifjying salary to be pald« 

Salary of instructors will be in accordance with requiremsnts of 
State Department of Education standards as meiitioned above* 

Teachers will be paid salaries equal to or greater than local 
public school miniinuinso 



SCHEDULE 

DISTRIBUTION OF KCNJES OF INSTRUCTION 



Stenography ItOO 



^jregg Shorthand Theory 


133 




Dictation (new material) 


67 




Transcription 


67 




i^eed development 


133 




Typing and office practice 




260 


Typing speed development 


100 




Office practice 


160 




Communications 




150 


English (including word study. 


spelling) 


100 




Letter Writing 


15 




Telephone— meeting callers 


10 




Speech— personality developioenb 


10 




Filing 


15 




jMathematics , records, mactiines 




100 


Business Arithmetic 


25 




. Business* hecorda 


35 




Business I^chines 


ko 





TOTAL 910 



h7 



SCH£DUI£ II 



DAILI SCHEDULE OF INSTRUCTION 



I4inutes of 

Period Time of Day Instruction Subjects of Study 



1. 6:55 to 50 



Shorthand Theory - First 10 weeks 
Dictation - Last 18 weeks 



2. P:50 to 10:U5* 50 

3, 10:50 to 11:35 50 

k. 11:35 to 12:25 50 



Office Practice - First 2 weeks 
Shorthand speed development - 26 weeks 

English, Spelling and Letter Writing 

Arithmetic (25 hours) Filing (15 hours) 
Records (35 hours) 

Telephone (10 hours) Personality (10 hours; 
Typing (20 hours) 



5. 12:25 to 1:00 35 

6* 1:00 to 1:50 50 

7. 1:55 to 2:U5 50 



Lunch period 

Office Practice - First 2 weeks 
Shorthand theory - Second 8 weeks 
Shorthand Speed Last l8 weeks 

Machine « First 10 weelcs 
Transcription - Last 18 weeks 



8. 2:50 to 3sli0^fr 50 



Office Practice 



9. 3ihO to it;20 



50 Typing Speed 



U:20 instructional day ends. 



*Five minute rest periods at these points; these may be accumulated to provide 
a single but longer “coffee break” morning and/or afternoon. 



Net instructional hours per day in above program 6 hours 30 
Net instructional hours per week above program 32 30 
Net instructional hours per course above program 910 0 
Number of weeks in course abave=—28 weeks (lli-O instructional 



minutes rest 20ra 
100m 
h6 2/3h 

days). 





SCHEDULE m 



SCHEDULE CF SURJECTS BI WESCS 



Time Subject 



Week: Number 

1 3 5 7 9 11 13 15 17 19 21 23 25 2? Period 

2 k 6 8 10 12 lU 16 18 20 22 2U 26 28 Huaber 



8i5S Shorthacd Theo XXXXXXXXXX 

Dictation XXXXXXXXXXXXXXXXXX 

9j 50 Office Pract. X X 

Shorthand Speed XXXXXXXXXXXXXXXXXXXXXXXXXX 



10:50 English and 
Spelling 
Letterwriting 

11:35 Arithmetic 
Records 
Filing 
Speech 
Telephone 
Personality 
Typing 

12:25 Lunch Period 



1:00 Office Pract. X X 
Shorthand 
Theory 
Speed 



XXXXXXXXXXXXXXXXXXXXXXXX 



X X X X 



X X X X X X 



X X X X X 



X X X X 



X X 



XXX 



X X 



nr V nr v v 

A A it A A 



X X X X X X X X 



zxxxxxxxxxxxxxxxxx 



1:55 Machines 

Transcription 



XXXXXXXXXX 



xxxxxxxxxxxxxxxxxx 



2 

3 



5 







2:50 Office Pract. XXXXXXXXXXXXXXXXXXXXXXXXXXXa 
3:ij0 Typing XXXXXXXXXXXXXXXXX XXXXXXXXXX X 

1^:20 Instruction ends. 

X»s shovT weeks in which instruction in subject 
indicated is to be given. 1 « apprcKimately 

1/6 Ts of instruction. Total instructional 
hours 9l0j total weeks 285 hours per day 6:30| 
hours per wee& J2s30. 



9 

10 



*» o 
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HE/ILD COLLEGE 

Manpower Development and Training Act PL 87-415 

Training Plan 
Stenographer 



1, G eneral Info rm ation 

1.1 Occiipational Title and DOT Code; Basic Stenographers DOT 

Code #1 37 12 



1.2 Starting Date and Completion Date: September 30^ 1963^ through 

April 10, 1961; 

1.3 Length of Coxirse; 7 hours per day, 9 days per week for 26 weeks 

for a total of 910 clock hours. The course 
was developed in terms of the existing instruct 
tional hours of concentrated efforts spent in 
our present Stenographic Course « The number of 
hours per week were determned from the 
s\:^g8sted number of wedcs given to us "by the 
Board of Education and our present Ifenpower 
Basic Stenographic Course. 

l.U Total itoher of Sections; Continuous sections of from 35 to UO 

trainees for as long as there is a 
demand* for this type of training. 

1.5 Schedule of Sections s The first section starting on Monday, 

September 30, 1963 o 

First Section to start and end; Septejdser 30, 1963, through 

April 10, 1961; 

The dates of the Collegers regular 
scheduled vacation are; 



Thanksgiving Vacation: Thursday 
and Friday, November 28 and 29 

Christnas Vacations Dscea^r 23, 
W63:, through January 1, 196U 

Good Friday: Friday, March 27 



1.6 Name of Agency Supervising Course; 

Heald Business College, 921; Ninth Street, Sacramento 3i;, California 

1.7 It is intended that only unenployed persons referred by the 
California Department of Enployment will be enrolled in the course o 
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1.8 The instruction of classes will be conducted in thir. college 
facilities located at 9Z\x Ninth Street,, Saoraiaento, California. 

1.9 No minor re'^Meling viill be required. 

2 «, Course Informatif^n 

2.1 The California State Department of Ep^^loyment will screen and 
select students for referral to this course. 

2.2 For a ?i.j* of textbooks and si;¥»pl^®s to be us^d by each trainee^ 
please see the con?)lete list of required books and supplies 
attached to this training plan. 

Reference books which are required occasionally are available in 
the college library*, 

This trairiiiog plan •mticipates the use of dictation tapes and 
dictation records j-. the learning of shorthand^ in addition to 
regular classroom instruction. These materials include the use 
cf an extensive library of recorded dictation. These materials 
are available, as required by the trainees, at the college, 
of the recorded dictation used is planned to accommodate the 
individual differences in ability and capacity to study “^hich 
normally o(x;ur in every training groiro. In order to accommodate 
this educational need, the college has at 5-ts disposal tape 
recorders and dictated rnaterial at different levels of speed to 
accoimnodate each student’s needs. 

Ssccept for the e:qjlanation above, each student is required to have 
the books and supplies mentioned in the book list attaci^d. 

2.3 Standards of performance expected at course completion ares 

A' 

1. Shorthand; Ability to take from dictation of a difficult 
level of 1.2 syllabic intensity, 100 wpm and transcription 
at a rate of 25 wpm in mailable quality. 

2. Jfeichine transcriptions Ability to transcribe from machine 
transcription at a rate of 25 wpm for 5 minutes with an error 
allowance of 10^ « 

3* Letter writing; Ability to answer “mailable” letters of 
adjustment, credit, collection, sales, and purchases. 

1*. Typing; Ability to type 3 five-minute timed writings at a 
rate of 55 wpm with 3 errors or less and the ability to type 
3 ten-minute timed writings at the rate of 55 "Mpra with 5 
errors or less. 

Business Mathematics 52j^ clock hours ; 

Review of the use of numWrs, fractions, decimals, percentage, 
interest, discounts^ drills in short- cuts in figuring, drills 
in rapid calcxilation. 
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Secret arial Accuunting ^2j clock hours ; 

Th 0 "'^jn^i^tale of bookkeeping with the stu(fy of th© bookiceoping 
cycle and payroll accountings worksheet^ financial statementSj 
specialized journals, and tax: records « 

Business Ifeichines «» cl ock hours ; 

Instruction and pis-c/oice o.i fu.ll "Key^board and ten*key adding 
siachineSy j?ctary and key'-did-ven calculators* Ability to operate 
these mchines vrilth proficiency. 



Off ice Practice 22g clo ck hours : ^ 

Duties of handlin," jel-epbone caX'J.s, incoifling and outgoing !naxl, 
proper attitudes to eji^loyers and fellow TTOrkers, personal 
appearance and cleanliness, office mani^rs, skill in job 
hunting, etc* 

Shorthand - 328 3/h hours ; 

6 weeks 60 on graded material studied thus far in (^:egg 
Shorthand theory. 

10 weeks 70 upra on graded materials in second lialf of Gregg 
Shorthand theory* 

l5 weeks 80 '^^plTl on 5"'J*dnute takes of difficult, nex7 material 

20 wee>cs 90 upm on 5'“i*d.uute takes of difficult, new usterial 

26 weeks 100 to 110 wpiu on 5"iidnate takes of difficult, 
new material 



Typing - 2U3 3/U dock hours ; 

U weeks 25 5~iuinute test 

8 weeks 35 5-i^dnute test 

16 weeks k$ wpm 5-iuiriute test 

20 weeks 50 wpm 5-i^o'ute test 

2h weeks 55 5*“i^nute test 

26 weeks 55 wpm 10-irdnute test 

5* Machine Operation; Ability to operate adding mchines, includ- 
ing fall key-boards, ten-keys, and rottu^*- calculators with 
proficiency. 

6* Office Practice; Ability to produce from copy; statistical 
reports, letters, or business forms at a speed equivalent to 
25 net words per minute including set-up tim.' This course 
also teaches the proper attitudes to ej'»p3.oy2r and fellow 
einployees, personal appearance and cleanliness, slcill in job 
hunting— applications, letters, interviews, recomniendations, 
tests, handling incoming and outgoing mail, telephone 
techniques, etc. 

2*U Attendance records and progress r^orts will be kept as follows i 

1* Attendance records will be kept throughout the entire traixiing 
period showing attendance with notations of tardiness, if ary* . 



2. Examinations will be given and recorded in every major subject 
in terms of evaluation standards mentioned above. 

3* Records of final rades in every major subject will be 
recorded in permanent records. 

4. Records of supplies and tuition used will be .:ept as a 
permanent record. 

Progress reports every final, school day of each month showing 
relative amount of training objective con?)leted in the opinion 
of the instructors together with an evaluation of the quality 
of work as judged by instructors. 

2.5 Course Outline: 



Business English - 90 clock hours : 

English con^osition^ sentence structure, principles of grammar, 
drills to correct common errors in written and ^oken English. 
Punctuation, business letters, special business forms, copy and 
form letters. Practice in writing letters of adjustment, credit, 
collection, sales and purchase letters. 

Vocabulary Building and Spelling - 52^ clock hours ; 

A stu^ of the spelling, pronunciation, syllabication, and meaning 
of words, with special reference to those likely to be used in 
business* vocabulary building, abbreviations. 

Filing and Indexing « 22^ clock hours ; 

Preparation of material, sorting, indexing, filing. Instruction 
in alphabetical, subject, geographical and numerical filing. 

2.5«2 The texts mentioned in the textbook list have been identified with 
the a-^propriate subject fields by their titles. Business machines 
required in the teaching of machines will be provided. Specifi- 
cally this course anticipates instruction in the following machines: 



1. Machine transcription on at least two different types of 
transcription machines. 

2. Duplicators; Spirit and stencil 

3. Adding machines; Touch system on ten-key adding machines j 
rotary calculators, full key-boards, and key-driven calculators. 
Practice in applying these sinple machines to practical 
problems. 

its Electric and manual typewriters will be used. 



2.5*3 a. Shorthand tests will be selected from those published 

periodically by the Gregg Publishing Coi'q^any and will be 
reclassified for syllabic intensity and measured in “standard 
words” per riiinute. Shorthand tests to measure speed will be 
5 minutes. 
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b. Typing tests vjill neas^ire speed according to International 
Typing Contest Rules. 

c» Tests on other subjects will be measured by tests prepared by 
the instructors or selected for efficiency from company or 
-p-MAYn es-j-orYriflvi^ +.ofl+.« whAn av&il.able a 

V/*I4, W ^ — 

3. Instructor Information 

3.1 Gene Tarr, Eleanor Kenealy, Elta Langbehn, Lena Webber, Harold 
Sutley, Grace D. Heath, Howbert Bonnett 

3.2 All iristructors meet requirements and are approved by the State 
Department; of Education, Bureau of Readjustment Education in 
accordance with standards in the California Administrative Code. 

Gene Tarr - General Pupil Personnel Services and Secondary 

Administrative Credential, General Secondary and Life 

Herbert Bonnett « General Secondary, Life 

Eleanor Kenealy - Certificate issued by NACBS for typing subjects 

Elta Langbehn - Provisional, general 

Lena Webber - General Elementary 

Harold Sutley - Life Certificate - Kansas 

Grace D* Heath - Life Certificate issued by Sacramanto County 
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Distribution of Hour$ 















I 

of Instruction 



MfVi 



Typing, ueveioprent and Advanced 


r^l.o 


0 /I. 
-^/«4 


JIJIVIAA 


Shorthand Theory 


150 




hout'S 


Shorthand Speed Developirisnt and Dictation 


178 


3/h 


hours 


Business Mathematics 

0 * 


$2 


1/2 


hours 


Secretarial Accounting 


52 


1/2 


hours 


Filing and Indexing 


22 


1/2 


hours 


Spelling and Vocabulary Building 


52 


1/2 


hours 


Business English, including Business Correspondence 


90 




hours 


Office Practice, Personality Development and 




1/2 


hours 


Human Behc*vior 


22 


Business I4achines 


1^5 




hours 



Total 



910 



hours 
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SCHEDULE II 

Daily and Weekly Schedule of Instruction 



Tiine of Dajy Minutes of Instruction Subjects of Studj 



8:00 to 9:15 


75 




75 




75 


9:15 to 10:00 


U5 


h$ 




U5 


10:00 to 10:U5 


U5 


k$ 


10;U5 to 11:30 








ii5 


11:30 to 12:00 


30 


12:00 to ls30 


90 




90 




90 


1:30 to 2:15 


U5 

U5 

U5 


2:15 to 3:30 


75 




75 




75 



Shorthand I 
Shorthand II 

Shorthand II (Speedbuilding) 

Typing I 
Typing II 
Typing III 

Business Machines 
Business Ifethematics 



Weeks 

8 

7 

?a 

9 

6 

11 

12 



Filing and Indexing 6 
Spelling and Vocabulary Building lit 
Office Procedures 6 



Noon Hour 

Business English 
Secretarial Accounting 
Typing IV 

Shorthand I 
Shorthand II 

Shorthand III (Dictation) 
Typing I 

Production Typing 
Shorthand Transcription 



12 

7 

7 

8 
7 

11 

9 

6 

11 



10-minute rest periods ■will be at lOsOO a»nie and at 1:30 p#iTi* 

Net instructional hours per day in above program 7 hoyirs, rest: ^ 

Net instructional hours per ■week in above program 35 hours^ rest; lOO Min* 

Net instructional hours per course in above program 910 hours, rest; 

U3 hours, 20 nan. 



Nui?bsr of weeks in above course 



26 weeks 
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EXCERPTS FROM 

REPRESENTATIVE TRAINING PLANS 



Excerpts from training plans developed l^y various training 
agencies throughout California are presented in this section. These 

GXCBrpi/S are a raijiuuia o«5xov/uxuii ux x — — ^ 

\ive been conducted under the Ifenpower Development and Training Act<> 

At the top of the page of each excerpt is a list of the course 
re< 5 .uireinents taken from the MDT— 1 and for which the training plan 
■was developed. 

The exaii?)les which follow are not complete training Hl2S2> 
do show the prograiisndng and time blocks that were developed for 
training in several different occupations. 

The training plan excerpts presented in the remainder of this 
section are msant to supplement the preceding conplete, training 
plans . In this way, it is possible -bo provide a wide variety of 
exaiiples without making the publication unwieldy. 

The reader is referred to the foregoing coirplexe plans for 
assistance in developing training plans for MDTA projects for use 
by his own training agency. 
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REPRODUCTIOM TYPIST TRAINING PLAN 
(Excerpt) 



The Course Ob.iective is to give the student the basic entry requirements 
to plan, lay-out and type material to be reproduced for documents. This 
training "with ejqperience on the job will prepare him for the journeymai 
level of reproduction typist. 

The duties of this enployee will be; to copy data for reproduction from 
technical mauiuscript using executive electric typewriter, sot up type«-‘^ 
writer to type according to customer requirements and type copy following 
proofreader symbols and editing directions. May be required to justify 
copy using a marginator or by hand 5 may be required to lay-out and plan 
a camera-^^ready reproduction page. 

The reproductdor. typist will use the executive electric typewrA.ter did 
may use the marginator. 



•SEPARATE SUBJECTS 
(Total Hours 720) 

Typing - Couple te typing program in two phases. 

Phase 1: Speed building to reach required speeds for reproduction typing. 
Phase 2; Executive, statistical and justification tjping to be 

used for reproduction. 

Pliase 1; 120 hours 5 Phase 2; 2i;0 hour 35 Total; 360 hours 

General Office Practice - College Level of General Office Practice, 
complete workbook of subject matter covering all phases of general 
office work to familiarize the student with the proper procedure in 
doing various jobs. 



60 hours 

SecretajEdal Office P ractice - A continuance of General Office Practice 
cdvering STibject matter in workbook form on a more advanced level. 

60 hours 

English - Businessman *3 English on a college level coverjjig sentence 
structure and proper usage. 



120 hours 



Spelling - Spelling on a college level covering I 8 indus«>ries and 
technical knowledge used to familiarize the student with words and 

120 hows 
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CIJERIC-TYPIST CLASS SCHEDULE 
30 Hom»s Per Week 
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MDTA CLERK-TYPIST OCCUPATION/U* PROGRAM 

(Excerpt) 



Objective 

... . > ^ ^ 4 >Via nal T V 

To inmrove and e 35 >and tne sia±is ana auxj.j.uxoo wx v**w 
qualified worker by providing instruction and supervised practice 
in a variety of skills sueti as typing, office machines, duplicating 
wichineSj and other skills# 

Proceditres 

The training program is set up for 6 hours of instruction per dayj» 5 
days per week, for a total of 780 clock hours. The instructional 
material is organised to develop skill in the use of typei^ters 
(ndn. rate of h$ wpm), office loachines, including transcription 
machines, duplicating Fachines, calculators and listing inaciunes, 
and to learn basic methods of filing# English, business mathematics, 
business record keeping, office practices and procedures, and human 
relations will be integrated into all parts of the training progranif 

Records will be kept on each individual student through a process of 
regular speed and accuracy tests idiich will be kept in progress check 
fo^Th^e will also he regular test in the fundaments of comimt 
cation and arithmetical processes that will be recorded on ind^dt 
student records. Personal evaluation of the instructor will also be 
used. Attendance procedures will be strictly er^orced. 



Course Outline 



Typing 

Business English 

Office Machines and Business Arithmetic 
Business Record Keeping 

Office Relations and Personality Development 



General Office Practice 



Total Hours 



Hours 

260 

130 

130 

78 

52 

130 

780 



. 

ERIC 



- 61 - 




CLERK-STENOGRAPHER CLASS SGHBDD.'LB 
35 Hours Per Week 




CLBRK-STSIIOGRAPHER mJMm PIAN 
(Excerpt) 



Objective 

AcQudre sbility to type :'-tr \ee®t ^0 to tske shorthand at 80 wpni^ to 
use the caXculator anu other stand.srcL business Machines^ XiO ac^uxre 
knowledge of star^dard office practices and fom. letters, 
tain records and files, requiring knowledge of business rnath axid Ei^^lisho 

Procedures 



The training program is set up for 7 hours per day, five days per week for 
a period of 26 weeks. The instnictional material is organized to develop 
skill in the use of typewriters, office machines, including transcribing 
machines, duplicating machines, calculator nschines, to acquire skirl in 
taking dictation and in transcription, and to learn basic methods of 
filing, English, basic and business mathematics, record keeping, office 
procedures will be integrated into all parts of the training program* 

In the beginning stages of training, careful screening will be done to 
ascertain that only those with enployment posjsibilities will continue 
in training. The program will use monthly progress reports, regular 
testing in all phases and subject material, personal evaluation by the 
instructors and certificates for en 5 )l<^Tiient for those who have achieved 



satisfactory proficiency. 

Jourse Outline Hours 

Office Sldlls 

Typing 260 

Shorthand 260 

Duplicating Machines 13 

* ^ 

Calculating Machines 26 

Transcribing Machines 13 

Filing 26 

Basic Orientation to the Area of General Business and 

Business English 10k 

GeLeral Office Procedures 39 

Development of In 5 >roved and More Effective Speech Habits, 

Spelling and Vocabulary 26 

Business Letter and Report Writing $2 

Personality Development and Human Relations 39 

Arithmetical Skills Including Record Keeping j$2 






Total Hours 



f 




SECRESMI (MEDICAL) TRAININS FLAN 



(Excerpt) 



Objective 

To provide the trainee with a knowledge of terminology and T*ri.th the 
basic skills necessary to meet the secretarial requirements of the 
medical profession. Entry job requirements for special skills, as 
detewiined by California State Department of Enployment, will be met. 

Procedures 

The class will iiieet 6 hours a day, ^ days a week for 2h weeks. This 
provides for 720 hours of instruction, which was the period the 
advisory committee considered necessary to meet enqjloyment standards. 



Course Outline 

Medical Secretarial Fundamentals 2 hours daily, 8:00 - 9:50 

A survey of anatomy and physiology; origin, meaning and appli- 
cation of medical terminology; interpretation of medical records 
and fonns, including insurance; ethics, legal aspects, personal 
conduct, interdepartmental relations, and public relations. 

Advanced Medical Typing 1 hour daily, 10:00 — U:50 

Speed and accuracy drills, training and practice in typing 
technical material containing difficult medical terminology, 
preparation of medical reports, articles, case histories, 
and correspondence • Stuc^ and use of the IBM jfiixecutive 
Typew:tlter<> 

English for Medical Secretaries 1 hour MW F, 11:00 - 11:50 

Rs'rlew of basic grammar, sentence construction, capitaliz9.tion 
and p^inctuation. Pronunciation, spelling and definition of 
medical vocabulary. Coiiposition of routine correspondence* 

Medical Secretarial Practice 1 hour T TH, 11:00 - 11;50 

2 hours daily, 1:00 - 2;50 

Study of shorthand outlines for medical terminology. Development 
of skill in writing and transcribing dictation of medical reports 
articles, case histories, and correspondence. Intensive practice 
in transcribing medical dictation from machines. Review of 
filing principles and systems • and stencil and liquid duplicating 
processes. 




SSCHETABY (MEDICAL) CLASS SCKEDUIS 
30 Hoiirs Per Week 
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SISNOGRAPHSR SUINING PIAK 



(Excerpt) 



Standards of performance e: 5 )ected at course conpletion ares 

!■ Shorthand; Ability to take from dictation of a difficult level of 
1.2 syllabic intensity, 100 wpra and transcription at a rate of 25 
wpm in mailable quality. 

2. Machine Transcription; Ability to transcribe from machine tran** 
scription at the rate of 25 wpm for 5 minutes viith an error allowance 
of 10^, 

3. Letter Writing: Ability to answer "mailable” letters of adjustment, 
credit, collection, sales, and purchases. 

U. Typing; Ability to type 3 five-minute timed writings at a rate of 
55 wpm with 3 errors or less and the ability to type 3 ten-minute 
timed writings at the rate of 55 "wpm with 5 errors or less. 

5, Machine Operation; Ability to operate adding machines inclu<tog 
full key-boards, ten-keys, and rotary calculators with proficiency. 

6. Office Practice; Ability to produce from copy; statistical r^orts, 
letters, or business forins at a speed equivalent to 25 net words per 
minute including set— up time* This course also teaches the proper 
attitudes to enployer and fellow eu 5 )loyees, personal appearance ^d 
cleanliness, skill in job hunting— applications, letters, interviews, 
recommendations, tests, handling incondng and outgoing mail, telephone 
techniques, etc. 



Course Outline 
Shorthand Theory 

Shorthand Speed Development and Dictation 

Typing, Development and Advanced 

Business Mathematics 

Business Machines 

Secretarial Accounting 

Piling and Indexing 

Office Practice 

Business English, including Business Correspondence 
Spelling and Vocabulary Building 
Personality Development and Human Behavior 



Hours 

160 

1621 

197i 

60 

30 

60 

30 

30 

75 

75 

JO 

910 



- 6 ?‘ 



Total Hours 
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STENOGRAPHER fSAINING PIAN 
(Excerpt) 



Ob.lective 

The objective of the coixrse is to prepare trainees to successfully peirform 
the stenographic tasks that are usually a part of the operation of a 
business offices Entry job requirements for specific skills, as deter- 
mined by California State Department of Enploymeut, "will be met. A 
mi ni imw typing rate ^ ^ net words per minute on a five-"ininute test 
qnd a dictation speed of 100 words per minute should be achieved by 
trainees on the con 5 >letion of this course. Standards for the course 
units in accordance vrith junior college levels of achievement are to 
be followed. 

Procedures 

The class will meet 6 hours per day, 5 days per week for 28 weeks totaling 
8!^0 hours in class with an additional 280 hours (2 hours per day, b d^s 
per week for 28 weeks) for outside preparation* This schedule was deter- 
mined after reviewing the job requirements and developing the course in 
terms of ssisting junior college instructional stancUurds. 

Course Outline (see following diagram) Hours 



Shorthand 

Shorthand Laboratory for doing shorthand text 
assignments from the tape recorder 70 

Shorthand Transcription for transcribing saterial 

dictated in shorthand class 30 

Typewriting coordinated the last 12 weeks with units 

on machine transcription, duplicating and copying 180 

Business English, Spelling, and Vocabulary Building ?0 

Business Mathematics using programmed instruction 
and Business Machines 90 

90 , 
30 
70 



8U0 



Secretarial Record Keeping 
Filing 

Office and Secretarial Practice 



Total Hours 



STENOGRAPHER CLASS SCHEDOIiS 
30 Hours Per Week 




LsOO - $s$0 (2 hours 



STENOGRAPHED TRAINING PLAN 



(Excerpt) 



Objective 

The objective of the course is to prepare trainees to successfully 
perform the stenographic tasks that are usually a part of the operation 
of a business office* Entry job requirements for specific skills, as 
deterndned California State Department of Eiiployment, xd.ll be met* 

A minimum typing rate of net xjords per minute on a five minute test 

and a dictation speed of words per minute should be achieved by 

trainees* 

Procedures 

This class will meet 6 hours per day, 5 days per xreek for 26 weeks 
totaling 780 hours in class x/ith an additional 260 hours (2 hours 
per day, ^ days per week for weeks for outside preparation* This 
schedule was determined after reviexring the job requirements and 
developing the course in terms of existing instructional standards* 

Course Outline Hours 

Shorthand coordinated x^ith units of spelling, 

business vocabulary, and business Btiglish 260 

Shorthand Laboratory for doing shorthand text 




Typewiting coordinated the last 12 xreeks with units on 
machine transcription, duplicating and copying 



195 



Business Mathematics using programmed instruction and 
Business Machines 



Secretarial Record Keeping 



90 



Piling 



20 



Office and Secretarial Practice 



60 



Total Hours 



780 



SECBETARI {CimCAL) miNING PIAK 
(Excerpt) 



Objective 

. _ . . . *1/V% /\‘P 

Acquire ability to type ax ioasx ow wpm, »uwi-wi«Miu *w — 

calculators and other standard business inachines, knowledge of 
standard office procedures and form letters^ maintain records and 
files, interviewing techniques, business math and English, acquaintance 
with accounting and data processing. 

Procedures 

This course for training secretaries is 8U0 hours in duration. This 
class will meet seven hours per day, five days per week for twenty-four 
weeks. The total number of hours is the sura of the hours of instruc- 
tion needed to c onplete the major units as listed in the course ouxline. 



Course Outline 


Hours 


Typing I 


120 




120 


Shorthand I 


130 


Shorthand XX 


130 


Business English 


120 


Human Relations in Business 


110 


Office Machines 




Business I^theraatics 


ho 


Total Hours 









SALESPERSON 

(Dspartment and Specialty Stores) 



Training Plan 
(Excerpt) 



Training Qb.iectives ; 



Displaying merchandise 
Maintaining stock 
Marking merchandise 
Making the sale 
Making charge 
Handling money 



Making out credit slips and 
arranging for delivery 
Customer relations 
Business grammar 
Basic arithmetic 
Store grooming 



Wrapping and bagging merchandise Buying habits 

(Major enphasis was placed on helping the trainees develop self-* 
confidence, poise, and the ability to work with people*) 



1 hr* min. 8;00 - 9:5$ 

Business English and Speech 

a. English skills, good ctraramar, vocabuisjry building, use of 
dictionary, business . Dcabulary, punctuation, capitalization, 
neatness, etc. 

bo Speech development sy'd voice control, plus telephone techniques* 



1 hr. ^0 min. lOslO - 12:00 
Mathematics Review and Business Arithmetic 



a* Basic arithmetic review, business arithmetic, the fundamentals 
of addition, subtraction, raultiplicaticn and division with 
special emphasis on the use of decimals, fractions, percentage, 
and interest. 

b* Asnple tests will be used* 



30 ndn> 12g0Q - 12!30 



Lunch 



1 hr* 12:30 - 1:30 

Auditorium - Large«group instruction, all $0 stude nts meet together 

This hoiiT will be used each day of the days of each session for 
guest speakers who are eaqperts in store personnel^ telephone 
techni(j.ues> cash register operation, personal grooming, etc*; 
for instructional films and other auiio-visual presentations, 
and for special 'lectures by the instmetors# 



1 hr. min* 1:33’ - 3:3Q 
Retail Merchanaislng and Sales 

The duties of th 3 retail salesperson, sales personality, store 
procedures and policies, sources of product xnformation, buying 
motivations of customers, knowledge of con?)etitors, operating 
the cash register, greeting the customer, determining the 
customer's wants, typing customers, handling **buyers* and 
“lookers”, hsuidling customers individually and in groups, 
demonstrating, closing sales, etc* 





Oubnec'fc 


Hours 


Total Hours 


General Office Practice, 
including use of Rotary 
Calculators and Listing 
Machines 


9:00 - 9s^$ 


75 


Basic and Business Arithmetic 


10:00 - 10:!^^ 


75 


Key^Driven Calci:,lator 


11:00 - 12:00 


75 


Lunch 


12:00 - 1:00 




Key-Driven Calculator 


1:00 - UsOO 


225 




Total Hours 


kSo 






REPRODUCTION TYPIST CIASS SCHEDULE 
30 Hours Per Wedc 
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CaLCUIATING mhohine operator 

Training Plan 
(Excerpt) 



The objcctiTO of this program is to train unenplojfed woiten Jf 

more years' previous work experience and an averts ^ 

oSoSaS^ mc^e'^ra^;;s“rth; trainees ^ 

aUe^o^rate naohSes that automatically perforn the tesxc 
conputations of adding, subtracting, multiplying and xOT the 

pt^ose of calculating or checking the figi^s on ^aen reco^M 
i^ntories, financial accounts, p^oUs, 

*!e to tor^Stwte their anderstor^ng of the basic arithmetic processes 
in conjunction with the calculator. 



I. Key-Driven Calculator 

l^^^o^derolop ability in adding adequately for the performance of aU 

additions commonly used in enployment . 

2. To d^elop skill in working with Burroughs coi^tometer 

calculators (both sinplex and duplex)— billing, . . . 

invoices, percentages, prorating, payroU and 

3. To develop ability in the use of calculations comnonHy found on 

an eiqployiiisnt level in industry* 

l!°^Students will build proficxenxy through 

which include performing duties required by ^voiLs^ 

preparation and checking of inventories, sales audits, invoices, 

payrolls, and statistical reports. Hours 

n. Basic and Business Arithmetic 
Objectives 

1. To review basic arithmetic processes «w 5 +vxTno+' 5 f» 

2. To develop understanding and skill in applying business arithmetic 

to calculatcsr operations. 

Scope 

1. Arithmetic review , . ^ 

a! ^inuss arithmetic! Problems applying the basic processes to 

practical commercial situatioi^, with special 
emphasis on calculator machine application. 

75 Hours 

Eli. General office practice including filing 

bwoSS'^flXar wito the various departramts wit^ an 
tion and their interrelationships; organization cnarts, their 

?^®&nl‘faSiS°“kth the types of machines usually fo^ in an 
office; ©.g», rotary calculators, listirag machines, dittos, 

f^"|ag^''bl3to^SlrSt^S’<rf the purpose of 
^nls— the profit and loss statement, the balance sheet, payroll 

If tof more common filing techniques 

found in offices. ^5 Hours 



2 . 



3. To 
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